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There is an increasing demand for instructors who 
are qualified to teach Elementary Accounting, Advanced 
Accounting, Income Tax Accounting and Auditing. 
This is due to an increase in the number of schools 
offering accountancy and business administration courses. 
Such positions offer salaries ranging from $2500 to $5000 
depending upon experience and training. To aid com- 
mercial teachers in qualifying for such positions, we 
offer the following extension courses: 














| Number Time Required 
Course | of for 
Assignments | Completion 
Elementary Accounting. .... 12 Units | 10 Weeks 
Advanced Accounting....... | 12 “s 14 " 
a . * 6 
Complete Course........... } 30 











Enrollment at this time is recommended to those 
desiring to prepare for teaching accountancy in Septem- 
ber. Those wishing to prepare for public practice may 
derive equal benefit from these courses. Commercial 
teachers only are eligible for enrollment. A nominal 
charge is made to cover cost of material and service. 
Further information will be furnished upon request. 


Extension Department 


SOUTH-WESTERN PUBLISHING CO. 
1-3 W. Third Street 
Cincinnati, Ohio 
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LINKING THE CLASSROOM AND 
THE BUSINESS WORLD 
by 
HUGH BOYD 


N THE teaching of Business English to 
high school students, the chief difficulty 
I have encountered has been the lack of 
experience in actual contacts with business 
situations on the part of the learners. With- 
out a realization of the importance of correct 
form, of its constant use and its careful con- 
sideration in commercial life today, the 
teaching of Business English becomes a 
dry-as-dust routine, not far above the parrot- 
like reiterations of the old memory-type 
methods of teaching. What we teachers of 
Business English need is a constant linking of 
our work with actual situations in the business 
world. In a word, and a very trite one at that, 
what we need is motivation. What follows in 
this article will be one teacher’s attempts at 
doing just this thing—linking wherever pos- 
sible the pupil’s work with actual business 
practices. 


In teaching the form and make-up of the 
business letter, we should dwell upon the 
actual uses of each part of the letter. We 
should strive to make each individual see why 
a heading must contain what it does, to see 
the part that each portion of the enclosed 
address must play. It is not enough merely to 
point these out. Show, for example, the time 
lost and the effort wasted in getting a letter 
to the proper reader when the enclosed address 
is fragmentary in this day of departmentalized 
organization in business. Stress the lack of 
courtesy in the ill-formed inquiry letter, the 
futileness of the hurriedly written application. 
This can be done most easily by setting the 
mental stage with a definite situation. One 
of the class has written to a definite firm with 
such a result. This is what happened , 
The teacher should set the stage and let the 
alert minds of the pupils follow through to the 
conclusions the instructor wishes them to 
draw. This one scheme will drive home a 
truth much more thoroughly than any amount 
of lecturing. 





Almost every teacher today uses the ex- 
cellent device of having the student make a 
collection of business letters, but how many 
teachers do the same thing? My own collec- 
tion has been growing for many years, until 
I have a good, an average, and a mediocre 
specimen of each type of letter that my course 
requires. These are added to as a better or 
worse specimen comes to me. They are 
neatly mounted, three in a group, on neu- 
trally-tinted cardboard, so that they may be 
examined and compared readily. After each 
member of the class has had a chance to 
examine them closely, they are hung in the 
room as an exhibit. 


After we have completed the necessary 
amount of routine drill work on the mechanics 
of correct form, we spend some time on these 
specimens. We decide by voting which letters 
have the best appearance at first glance. Then 
we make a more detailed examination to 
determine the reasons for this, and, always, 
we find that they are due to strict adherence 
to the rules we have just been learning! The 
names of the business houses from which 
these model letters have core are written 
conspicuously on the blackboard. 


By this time we are ready to work upon the 
wording of the letter. After a study of sen- 
tence and paragraph structure, we are ready 
to take up the letter collection again. This 
time we are reading the specimens carefully 
from a new viewpoint. The best written 
letters are chosen by class vote, and again we 
find that the letters most attractive to the 
eye have scored. This is as it should be, for 
these letters have been most carefully chosen. 


When the writer first began to teach Busi- 
ness English in this particular city, he tried to 
discover the two firms in the city that were 
foremost in business correspondence. Then 
he went in search of the reasons for this 
eminence. It was found that each of the firms 
selected took infinite pains to produce letters 
which would truly represent their high ideals 
in business dealings. The firm which had 
ranked highest both in the instructor’s 
judgment and in the balloting of the pupils 
had placed its correspondence under the 
supervision of an expert, an educational 
director, who was even then giving a course in 
business letter forms at the university located 
in this city. The other firm had a correspon- 
dence superintendent who had compiled and 
copyrighted an excellent letter manual for 
improving the letter output of his firm. By 
taking advantage of these two bits of informa- 
tion, the teacher soon had tangible and irre- 
futable proof of what business letters meant to 
these two organizations which had produced 
the outstanding work. This proof took the 
form of two correspondence manuals bearing 
the names of these two business houses. 


All firms are not willing to give out copies 
of their correspondence guides to individuals 
outside their own organizations, but many 
will do so. These manuals should be kept in 
the classroom together with as modern a 
library of business texts as the teacher can 
procure, and the pupils should be encouraged 
to use them enough to become familiar with 
them. I have a collection of five excellent 
correspondence manuals from business houses 
in my city, and have found them, with letter 
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specimens from these same houses in my 
collection, to be of inestimable value in 
supplementing the textbook and in making it 
more vivid. 


Many organizations print house journals or 
open letters to their employees. These I 
have found to be a great help in linking my 
work with the outside world. Each issue 
usually stresses one phase of modern business 
practice. Those from a large printing estab- 
lishment sent to me monthly, form a most 
interesting exhibit, for they have a letter 
writing department which gives their em- 
ployees the newest and best usage to be 
incorporated into the firm’s letters. The class 
always welcomes the information which 
comes to them from the business world they 
soon hope to conquer. It is true that almost 
all of the information contained in the man- 
uals and the house organs, they have already 
found in their texts. However, the material 
coming from firms, the names of which are 
household words, seems fresher and serves a 
two-fold purpose: It is not only a vivid 
review but also irrefutable proof that what 
they have been learning has a dollar and 
cents value. 


When we reached the point of the second 
voting on the letters, we then searched the 
manuals from the two firms chosen, to deter- 
mine why their letters have excelled. This 
was not difficult to do, for the manuals are 
full of short-cuts to better Business English 
and almost all of them contain telling articles 
on salesmanship through letters. 


When the class attacks the problems that 
are presented in the various types of business 
letters, we use actual situations, the pupils 
knowing that they are writing to a living 
person or flourishing organization. In the 
inquiry letters, for instance, if we have dis- 
covered in our study of business letter form a 
new firm with a pleasing style, we write to 
compliment them and to ask if they have 
a correspondence manual or some other 
means of achieving what they have in their 
correspondence. Of course, the best letter is 
chosen to send as the class’s representative, 
which adds the further interest of competition. 
If an occasion presents itself, we invite, by 
letter, some of these busy men to talk before 
the classes in Business English, and it is 
really surprising how few the refusals have 
been. Letters of inquiry to provide programs 
or refreshments for school clubs or class 
activities are always opportunities for connec- 
tions with businesses and business men. 


When we write application letters, we 
always choose advertisements from the 
“Help Wanted” columns of the local news- 
papers, and when someone in the class is 
really looking for work, you can imagine the 
excitement. These letters are usually among 
the last in the course, especially in the spring 
semester when we find that several students 
in each class are looking for vacation work. 


Collection letters are about the only type 


of business letter that really evades the class 
when it comes to linking with actual business 
practice; yet I once had a series of five collec- 
tion letters, the enclosed addresses neatly cut 
away, from a large collection agency, left 
on my desk with the class assignments for the 
day! 


In the study of telegram forms, language, 
and use, we employ the instructions printed on 
the back of the telegram form and in the 
booklets supplied to commercial houses by 
the telegraph companies. 


The business report can be of great value 
in the vitalizing of Business English. So 
common has their use become in the business 
world that some practice in their compilation 
must be given even in the most rudimentary 
course. It is surprising how many specimens 
of these a class can procure from home. The 
best report I have ever seen was brought me 
by a boy whose father was considering the 
placing of a service station on a very valuable 
corner which he owned. The report came from 
a company of efficiency engineers that the 
father had retained as advisers and revealed 
intricacies of business procedure in the way of 
careful investigation of business possibilities 
that are unthought of by most ordinary 
mortals. Needless to say, it served to stimu- 
late the class to more detailed efforts and 
supplied them with no small amount of 
mental pabulum. If many of these reports 
are not forthcoming from the homes, further 
practice in writing letters of inquiry and 
request to departments of the city, state, or 
national government will have results. The 
public utilities bureaus of the city are always 
fruitful sources for specimens. Not a great 
deal can be done with the writing of these 
reports, because of lack of material on which 
to report, but the form and substance of 
reports already written can be studied and 
different methods of planning or display can 
be assigned as problems. One ambitious and, 
most certainly, fearless teacher of my ac- 
quaintance set her class to work on a report 
that was finally sent to the board of education 
of a flourishing California town with the 
result that the community built a splendid 
new high school plant that is one of the 
marvels in a state of wonderful school build- 
ings. The report of the pupils compared their 
own recreation, school housing, library, and 
curricular facilities with schools in nearby 
cities and states. They had figured how many 
square feet per pupil the inadequate play- 
grounds afforded. They called the board’s 
attention to the successful union high school 
system of organization and the advantages 
such a grouping brought. Of course that 
teacher was playing dangerously for high 
stakes, but today that high school stands as a 
monument to the business report in the hands 
of pupils guided by the level head and the 
courageous heart of the woman who was their 
teacher. 


It is in the sales letters that we have our 
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greatest opportunity to link our work with the 
actual business world. Some weeks before we 
expect to reach sales letters, each pupil 
chooses some product with which he is 
familiar, or about which he would like to know 
more. Then the real work begins. He collects 
material about his product for some time. He 
learns about its manufacture; he studies the 
methods of advertising, locally and nation- 
ally. He keeps all information which he 
gathers in a folder, with its source carefully 
noted. If he lacks any information, he writes 
for it, either to the manufacturer or to the 
distributor. He talks to the neighborhood 
dealers, noticing their methods of merchan- 
dising. He discusses his product with those of 
his immediate family and his friends. In a 
few words, he acquires a thorough education 
on the particular object with which he is 
dealing. Many students are employed part- 
time. If they choose something with which 
they come in contact in their working hours, 
they are doubly benefited. Many choose an 
article which some member of their family 
sells. Here life is entering the classroom. The 
notebooks kept by some of the students, with 
series of advertisements extolling their 
products, with the student’s own notes on the 
manufacture and the retailing of the object 
are interesting educational displays. 


In the meantime, while this gathering of 
material and information has been taking 
place, the class has been busy with the study 
of salesmanship, learning the fundamentals of 
sales talks and the principles of sales letters 
in preperation for what is to come. The next 
step is the making out of a schedule of the 
dates when each student will present a sales 
telk befcre the class, using the information he 
has been collecting and classifying. From two 
to six of these may be given in a recitation 
period, depending upon the individual giving 
the talk and the elaborateness of his presenta- 
tion. It was through this sales talk aspect that 
I was introduced to this method of bringing 
the business world to the classroom. One of 
the cleverest teachers I know had formulated 
the plan of securing actual prospects for her 
salesmanship classes, and I was induced to 
act as such a prospect for a boy selling a well- 
known motor car. After a really professional 
sales talk—lI learned later that the boy was 
actually employed at the local agency for the 
car—I asked several questions such as a buyer 
would naturally ask. An appointment was 
made to inspect the car itself, and, as I rose to 
leave, another embryo salesman stood up and 
said, ‘‘Just a minute, Sir, don’t buy any 
car until you have examined the C—— 
naming a rival car in the same class as the 
one I had been considering. He then pro- 
ceeded to make an appointment for the next 
class time on the following day in which to 
give his talk to me as a buyer, much to the 
chagrin of the first car salesinan. Here 
was a real business situation, without a 
doubt! After each report, the members of the 
class commented upon the work that had 


been given and, in this way, each member 
received help from each talk. 


I have been using this sales talk device ever 
since in my own classes, and I never cease 
being startled at the ingenuity and wide 
knowledge displayed by a large number of the 
class. Some of the sales talks have been 
accompanied by most interesting illustrative 
exhibits and demonstrations. A girl whose 
mother was a hosiery saleswoman brought her 
mother’s sample case and used it most 
effectively as an aid to her talk. One boy’s 
father was a salesman for a nationally-known 
chocolate company. This boy had a display of 
his product from the raw materials to the 
finished article. A girl who had access to a 
bakery and who had chosen bread for her 
product brought samples of the different 
breads baked by the bakery, and to the delight 
of the class, gave out tiny loaves of her 
merchandise that were exact replicas, even 
to the paraffin wrappers. 


When I incorporated these sales talks into 
my Business English class, I required each 
listener to keep notes on the salient points in 
each talk. Later, when the talks had been 
completed, each member wrote a sales letter 
for his article. Each letter had to be directed 
to a specific audience, which the student 
definitely indicated at the top of his letter. 
These were followed by a series of two follow- 
up letters. The group was judged by the 
teacher and the best letters were read to the 
class, as were portions of others illustrating 
prevalent faults. As a final sales letter, we 
chose the four most interesting sales talks 
that had been given, and, after a short study 
of the illustrative material in the folders of the 
four salesmen chosen, each student chose one 
of the four as a subject for a sales letter that 
should show all the things which had been 
acquired during this project. 


These are just a few instances that could 
be enlarged upon indefinitely. What we must 
do is to spend more time and do more think- 
ing in linking our work with actual practices 
in the business world. I feel that I should, at 
this point, add a caution. In using this 
method, do not flood any one business house 
with inquiries or letters of any kind. Keep 
a list of firms written to by previous classes 
and make sure that they are not bothered 
again. Send only the best two or three letters 
as chosen by the class, and, above all, let them 
go to firms that have not been approached 
before. If the above caution is observed and if 
sufficient time is taken to plan carefully, the 
result will be a broader and more human 
course in Business English that really lives 
and that is much more vital and enjoyable, 
not only for the pupils, but also for the 
teacher, for each one will have had a hand in 
creating something worthwhile and _ in- 
dividual. 
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WISCONSIN STATE-WIDE COMMERCIAL 
EDUCATIONAL SURVEY 


NDER the direction of Mr. C. M. 
YODER and a committee of teachers 
from the State Teachers College, 

Whitewater, Wisconsin, plans have been 
completed for a state-wide commercial edu- 
cation survey in Wisconsin. This project 
involves the testing on measuring the work 
of each high schoo! student enrolled in the 
usual units of the special cominercial sub- 
jects. A complete statement of the purpose, 
organization and administration of the survey 
follows. 


OBJECTIVES 


The purpose of this survey is to ascertain 
the degree of accomplishment which now 
obtains in each of the several commercial 
subjects offered in the high schools of the 
state, with the following objectives in view: 


a. To furnish data wherewith any school 
may rate its work by that of others. 


b. To provide a basis for suggesting im- 
provement in accomplishment. 


c. To establish standards commensurate 
with the requirements of business. 


SCOPE 


The vlan provides for the measurement of 
accomplishment of all the high school stu- 
dents in all of the special commercial subjects. 
Each school should organize the work locally 
so that every student in any of the com- 
mercial subjects included in the survey is 
given an opportunity to be vested. In this 
manner only will it be possible to determine 
the present standards of accomplishment 
which exist throughout the state. 


MATERIALS 


Tests, as described on enclosed sheets, have 
been outlined and will be fully formulated for 
distribution according to the schedule below. 
These tests will be of an objective nature so 
far as it is possible to so construct them. It 
wil] be observed from the description that 
these tests attempt to cover certain definite 
blocks of work. 


SCORING 


Manuals and scoring sheets will be provided 
for each set of tests. Each teacher or school 
will score the tests and report the results on a 
blank which will be furnished with the tests. 
Full instructions for scoring will be included 
in the rnanuals. 


RESULTS 


Upon receipt of the official reports from the 
several schools throughout the state, our 
committee will prepare a summary. The 


data will be arranged in such manner that 
any school may rate its work by that of 
others. An effort will be made to classify the 
scores from the standpoint of accomplishrnent. 
A report of this summary will be prepared and 
mailed as scheduled below. 


SCHEDULE 


(a) Requests for the number of sets of 
tests needed for the survey must be filed with 
our committee by March 1. (The order 
blank inclosed, will be used in ordering tests.) 


(b) Upon receipt of the orders for tests, 
the number needed will be printed. On 
April 10. notice of shipment and invoice will 
be forwarded to the person ordering the tests. 


(c) Upon receipt of a remittance covering 
the invoice rendered, the material will be 
prepared for mailing on May 1. The 1naterial 
should reach all schools in time for the ad- 
ininistration of the tests during the week of 
May 5 to May 9, inclusive. 


(d) A report of the scores from the tests 
must be filed with our committee by May 20. 


(e) Upon receipt of all reports, a summary 
wil! be prepared, printed, and ready for 
distribution on September 15, 1930. 


ADMINISTRATION 


In schools having more than one teacher, 
it is obvious that some organization should be 
perfected for the administration of the tests. 
Many schools already have an organization 
with a group chairman, but where this does 
not exist, it is suggested arrangements be 
inade at once to so organize for the survey. 
In schools having only one teacher, the 
matter is very greatly simplified. 


COSTS 


(a) Each school is asked to bear the cost of 
the material used, and the postage in ship- 
ment of it. It is difficulc to estinate the exact 
cost of such a project, but our committee 
has fixed a flat price of five cents per set of 
tests, plus postage. This charge, we hope, 
will cover the printing of the material and 
the printing and distribution of the report. 
This price is merely nominal, and will not be 
burdensome to any school. 


(b) It is suggested that the total cost be 
arranged by appropriation from school funds 
by the board of education. If such funds are 
not available, the cost may be prorated 
among the students tested, possibly by sub- 


scriptions, by sales, or by extra curricular 
events. 


(c) To avoid unnecessary expense and 
minimize the possible deficit, advanced 
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remittance for the material is requested. 
As stated above, under Schedule, a notice of 
shipment and an invoice for the cost will be 
sent to the person ordering the tests. The 
remittance should reach our committee in 
time to insure mailing of material not later 
than May 1. 


REPORT 


It will take considerable time to surnmarize 
the results from such an extensive survey. 
However, our committee is planning to 
prepare an extensive summary with sugges- 
tions pointing towards the objectives estab- 
lished for the survey. Conclusions which 
might be drawn from the data will be sug- 
gested by the committee. This report is 
scheduled to go forward to each teacher on 
September 15, 1930, with the thought that 
the summary will be helpful in planning the 
work for the year 1930-31. 


REVIEW OF PLANS 


Now that we have read the items of 
information, we suggest you review them in 
the reverse order, observing first, that each 
teacher will receive a report of the survey; 
that the cost will be nominal; that some 
organization in the larger schools is necessary 
for the administration of the survey; that a 
definite schedule of deadline dates has been 
arranged; that results may be used for rating 
and improving purposes; that the scoring is 
to be done by each teacher or group of 
teachers; that the inaterial is exceedingly 
comprehensive, yet definite; that the scope 
is extensive enough to include all commercial 
students; and finally, that the objectives are 
worthy of pursuit. 


PARTICIPATION AND ORDERING 
OF TESTS 


Our committee is very anxious that all 
schools offering commercial work participate 
in the survey, and urge immediate organiza- 
tion, locally, for the work. At your earliest 
convenience, and not later than March 1, 
may we receive your order on the inclosed 
order blank for the tests you will need. 


DESCRIPTION OF TEST MATERIAL 


Following is a description of each set of test 
material covering the work in the several 
subjects. In the preparation of the material 
it is recognized that different texts are used 
in each subject, that different prograins of 
work are covered in each subject, that sub- 
jects are offered in different semesters of the 
school year, that specialization of teachers 
exists in the larger schools, and many other 
odd and differenc situations prevail. An 
attempt has been made, however, to prepare 
test material, the results from which will 
assist in the attainment of the objectives 
established, thus, providing guides to im- 
provement in accomplishment and conse- 
quently the elimination of many of the 


differences and inconsistencies which now 
exist throughout the state. 


SHORTHAND 


The work in both the first year, Junior, and 
the second year, Seaior, shorthand classes will 
be surveyed. A set of tests, with the aims 
outlined below, will be prepared for each year. 


Junior Shorthand 


1. To test knowledge of the principles and 
ability to apply them: A group of sentences 
covering the material included in Lessons 1 to 
15 of the old Manual and Units 1 to 27 of the 
Anniversary Edition. These will be in 
printed form, and the students will be asked 
to write them in shorthand. The material 
will consist almost wholly of words taken from 
the Manual, but it will include also some new 
words and simple phrases. 


2. To determine dictation ability: There 
will be four letters of medium difficulty for 
beginning students, in length and speed as 
follows: 


1. One minute at 80 words per minute. 
2. Three minutes at 60 words per minute. 
3. One minute at 60 words per minute. 
4. Three minutes at 40 words per minute. 


The teachers may choose either Letters 
1 and 2 or Letters 3 and 4. These letters will 
be dictated at the rate indicated, and tran- 
scribed, in longhand if necessary, to be judged 
on the accuracy of the transcript and correct- 
ness of arrangement, paragraphing, punctua- 
tion and spelling. 


3. To determine reading ability: There will 
be a brief story or article written in shorthand 
which will be transcribed by the students, to 
be judged by the speed and accuracy of the 
reading. 


Senior Shorthand 


1. To determine reading ability. There wil! 
be an article in shorthand to be transcribed 
by the students. This will be judged on the 
speed and accuracy of the reading. 


2. To determine the ability to take dicta- 
tion and transcribe it accurately, in usable 
form: Four letters will be used, in length and 
speed as follows: 

1. One minute at 120 words per minute. 

2. One minute at 100 words per minute. 

3. One minute at 90 words per minute. 

4. Three minutes at 80 words per minute. 


Three letters will be used, the teacher 
choosing either Letter 1 or Letter 2, using 
both Letters 3 and 4. The letters will be 
transcribed, and will be judged upon (a) the 
accuracy of the transcript; (b) the arrange- 
ment of the letter upon the page; (c) spelling, 
paragraphing, punctuation, and neatness of 
typing. 


TYPEWRITING 
The aim of each year’s work in typewriting 
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will be the guide in the formulation of the 
tests to be used in measuring the accomplish- 
ment of the typewriting students in this 
state survey. The tests, therefore, for both 
junior and senior typewriting (meaning first 
and second year) shall consist of four types, 
which will vary in proportion to the amount 
that the emphasis in each year’s work varies. 


Junior Typewciting 


In junior typewriting the set of tests will 
consist of a stroking test; a test on the 
mechanics of the business letter; a test on 
placement of straight matter; and a new type 
test to determine the student’s knowledge of 
the machine, points of form and simple 
machine mechanics. By a stroking test is 
meant a short test to determine the stroking 
rate the student has developed. This will not 
be the regular 15 minute speed test. By the 
end of the first year a typist should have 
developed a stroking rate of at least 150 
accurate strokes per minute. In the test on 
the mechanics of the business letter, the fact 
that different textbooks are being used will 
be considered. Yet we, as teachers, know and 
quite generally agree upon the standard 
letter forms. The instructions for this test 
will cover any points of difference, so if your 
students have learned to follow instructions 
(which they must do in a business office), 
they shall find no difficulty in writing the 
test. The placement test will aim to measure 
the student’s ability to judge the amount of 
inaterial, select proper length of line and in 
ONE WRITING place and accurately write 
a short article of solid matter. The new type 
test needs no further explanation except to 
say it will consist of only 25 questions. 


Senior Typewriting 


In senior typewriting the test will consist 
of a stroking test; a new type test of 25 
questions for the sarne purpose as that for 
junior typewriting and covering similar but 
more advanced points of knowledge; a test 
on the mechanics of the business letter; and 
a test on simple tabulation work. The 
stroking test will be very similar to that for 
junior typewriting except that it will be on 
more difficult material. A typist at the end 
of the second year should write at Jeast 250 
accurate strokes per minute. The test on the 
mechanics of the business letter will not carry 
such specific instructions but will give the 
student more opportunity to use the knowl- 
edge he has gained and the skill he has 
developed in this work. The tabulation test 
will be quite simple in nature. It wi'l not 
limit the student to a specific procedure in 
performing the work but will limit him in 
time and in attempts at writing it. 

Please do not write for models of any of 
this work. To send a model to one does not 
give a fair chance to all. Since this is a 
survey, it attempts to discover what is being 
done in the typewriting departments and does 
not attempt to measure how closely the 


dictates of one person are being universally 
followed. There is no thought of competitive 
work involved. If your student has learned 
to follow instructions, he should make a 
creditable score. The instructions to be sent 
with the tests wil! try to anticipate and thus 
avoid any difficulties in administering and 
scoring the tests. With the conscientious 
cooperation of every typewriting teacher 
participating much valuable knowledge can 
be gained by all which will result in a higher 
type of instruction and better trained typists 
for the business offices of our State. 


PENMANSHIP 


In preparing material for this survey the 
following essentials of efficient hand writing 
will be our guide: 


1. Correct posture of body, hands, and 
penholding. 


2. Correct movement 
and relaxation. 


including rhythm 


3. Correct speed, approximately 90 letters 
to the minute for body writing. 


4. Correct form as suggested by the system 
of writing in use in your school. 


The material will include the following: 


1. One plate of movement drills, capital 
letters, figures, and sentence writing. 


2. One plate written from dictation from 
Lincoln’s Gettysburg address, or a similar 
selection. The dictation should continue for 
ten minutes. 

The following teaching suggestions are 
offered: An extreme speed produces an 
irregularity. A slow speed, poor movement, 
and faulty rhythm are indicated by shaky 
and uncertain lines. 

In measuring the work of your students use 
the scale most appropriate to your adopted 
system of writing. Any or all high school 
students may be entered in the survey. 


BUSINESS ARITHMETIC 


The Business Arithmetic survey will con- 
sist of seven tests, as follows: (1) Addition of 
integers, including simple denominate num- 
bers; (2) Subtraction of integers, including 
simple denominate numbers; (3) Multiplica- 
tion of integers, including denominate num- 
bers; (4) Division of integers, long division 
and short division, including denominate 
numbers; (5) Addition, subtraction, multipli- 
cation, and division of common fractions and 
decimal fractions; (6) A reasoning test; and 
(7) A test covering the general subject-matter 
of a one-semester course in business arith- 
metic, including such topics as aliquots, pay 
rolls, percentage, profit and loss, marking 
goods, trade discount, simple interest, bank 
discount, taxes, insurance, stocks and bonds, 
etc. The tests will not be based upon the 
subject-matter of any one textbook, but will 
be general in the application of fundamental 
principles. 
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BOOKKEEPING 


This year the Survey in Bookkeeping will 
be limited to an examination based upon one 
year of instruction. If it seems desirable, an 
additional examination for second-year book- 
keeping will be provided in 1931 based upon 
the findings of 1930 The 1930 bookkeeping 
examination will be of the objective type 
similar to the bookkeeping achievement tests 
which have been published by various pub- 
lishing companies since 1925. 


The bookkeeping examination of 1930 will 
make no effort to set up in its contents the 
objectives of bookkee, ing instruction. Conse- 
quently the examination will endeavor to be 
broad in its scope. The present Whitewater 
Survey is concerned only in determining what 
is being taught in Wisconsin and with what 
efficiency. In the preparation of this book- 
keeping examination we propose to tabulate 
the contents of the bookkeeping textbooks 
which have been published or revised since 
1925. The bookkeeping examination will 
endeavor to incorporate features of all of 
them. 


We believe that teachers will find this an 
interesting and a profitable experiment in 
which all teachers will wish to participate. 


C. M. Yoder, Chairman 
Survey Committee 

State Teachers College 
Whitewater, Wisconsin 


Dear Sir: 


Remittance amounting to$......... 
of five cents per set. 


..Sets Junior Shorthand Tests 
..Sets Senior Shorthand Tests 
..Sets Junior Typing Tests 
..Sets Senior Typing Tests 
..Sets Arithmetic Tests 

..Sets Penmanship Tests 


. Sets Bookkeeping Tests 


In conducting this Survey we hope to provide 
a satisfactory final examination for the 
subject of bookkeeping irrespective of the 
textbook in use in each school. We trust that 
teachers will want to use this examination as 
a final examination. The examination will be 
a printed booklet. Directions and scoring 
keys will be provided. The entire examination 
will be arranged in a form which will facilitate 
quick, easy, rapid and accurate scoring. 


EDITOR’S NOTE: Believing that com- 
mercial teachers outside of the State of 
Wisconsin may be interested in making 
a commercial education survey in their 
respective schools, we have obtained the 
assurance from Professor Yoder that he 
will gladly cooperate with the commer- 
cial teachers of any school in conducting 
the survey and that testing material 
will be furnished outside teachers at 
the same prices as are charged Wisconsin 
teachers. Orders for material must be 
placed with Mr. Yoder not later than 
May 1. The order form below may be 
used. 


. is enclosed in payment of this material at the rate 


Respectfully, 
"Teacher — 
High School 


Approved, 
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A RATING SCALE FOR SPEED TESTS 


by 


GEORGE F. LEONARD 


EACHERS of Typewriting, who have 
been interested in the study of the 
numerous problems their subject pre- 

sents, are fully aware of the fact that there 
comes a time when the student’s interest in 
further gain seems to wane. When this 
happens, efforts on the part of the pupil for 
advancement drop to the lowest level. This 
usually occurs after the novelty of the first 
semester’s work has worn off, and drill and 
practice exercises begin to be looked upon as 
so much drudgery. When such 

a status of affairs exists, the O@acac 
teacher’s problem is to once 
more arouse and strengthen the 
student’s interest in his own 
advancement. (¢ 


Educators, generally speak- 
ing, have recognized the fact & 
that there is no surer or better 4) 
way to arouse a waning interest 
in making further gains in 
learning to do work in a more; 
effective way than to create the 
feeling that thereisa practical 
need for such improvement. 4) 
Students become interested in * 
making improvement in their © 


work when they feel that it is O20 @P!°2 2S?" 


to their own personal advan- 
tage to do so, or if they become sufficiently 
dissatisfied with the results they are getting. 
In order to arouse and maintain such 
interest in gains, there must be some method 
of measurement and some incentive to stimu- 
late effort. When the student sees that the 
results indicate that there is no gain being 
made, he becomes more or less annoyed and 
dissatisfied. In most cases, if the teacher will 
make the identification of the sources of 
failure easier to recognize, there is a tendency 
on the part of the pupil to release more 
energy and to apply himself more diligently 
to the tasks assigned with the result that there 
is a noticeable improvement. Then, too, the 
pleasure and satisfaction that come because 
of victorious achievement spurs him on to still 
greater victories. All this argues for measur- 
ing devices and even artificial incentives, if it 
argues for anything in the field of education. 
Dr. William F. Book has this to say about 
artificial incentives and their use by teachers 
of typewriting: 

“A teacher of typewriting must also 
provide artificial incentives to effort in the 
later stages of practice where old and 
successful methods of work must be out- 
grown. Such incentives are especially 
needed at the critical stages in the practice 
where letter and word habits are being 
finally fixed.”—From Learning to Type- 
write. 





Teachers of typewriting have recognized 
the value of such incentives and means of 
measurement. They have devised all sorts of 
schemes for measuring the achievement of 
their pupils and have resorted to innumerable 
devices as artificial incentives to effort. This 
article is a feeble attempt to present the 
merits of one of these devices which has 
proven to be quite helpful along the lines for 
which it was designed, which briefly stated 
are: 

1. To furnish a scale for meas- 
AG uring the achievement of 
4 the student, in order that 
he can compare the re- 
sults of his speed tests with 
p)' that of his fellow students, 
: or his own previous records. 


: 2. To provide a challenge to 
J greater accomplishment. 


. To relieve the teacher of the 

responsibility of fixing 
b grades or scores on speed 
p)! tests. 


i The Challenge Speed Scale 
; is the result of a number of 
studies made by the writer in 
his classes in typewriting in the 
Indiana State Teachers Col- 
lege, Terre Haute, Indiana. There was no 
intention of scattering it abroad, the sole 
purpose of the author being that of providing 
a device for private use only. However, the 
idea “leaked out” and because of the numer- 
ous inquiries received concerning it and upon 
request, this article has been attempted, with 
the hope that it will, at least, be suggestive 
of something far better and more serviceable. 


The Challenge Speed Scale emphasizes 
the two particular standards which the 
business world today insists upon as a 
measure of ability in the typist, namely, 
SPEED and ACCURACY. It is a well-known 
fact among teachers of typewriting that the 
most reliable method of measuring the 
progress of the student in these two particular 
abilities is by use of the timed test. Uni- 
formity of results is obtained by following the 
rules observed by contestants in the Inter- 
national Typewriting Contests. Hence the 
results of such tests furnish a basis for com- 
parison of the ability of one student with 
another, as well as providing a means of 
ascertaining whether or not the individual 
student is making satisfactory progress. In 
view of the facts mentioned above, the various 
results that are likely to be obtained when a 
group of pupils write on the same test 
material have been arranged on the Challenge 
Speed Scale in such a way that the two 
qualities, speed and accuracy, may be 
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reduced to a single score. This score may be 
reduced to figures or letters according to the 
desires of the teacher who does the testing. 
Again, the student is usually interested in his 
own standing and by reference to the Scales 
can affix his own score and make his own 
comparisons without the aid of the teacher. 


It might not be considered out of place 
right here to remind the reader that one of the 
desirable outcomes of the subject of type- 
writing is the formation of a proper attitude 
toward honesty and the acceptance of respon- 
sibility. Closely associated with this is 
training along the line of observation. Stu- 
dents should be taught to inspect their work, 
in other words, to proof-read what they write. 
Finding their own errors and marking them 
will benefit them a great deal more than 
dozens of papers liberally decorated by red 
ink or blue pencil marks which have been 
spread on by the hand of some painstaking 
teacher who could have spent the time more 
profitably in planning her work and devising 
methods of more effective procedure. Sell 
the student the idea that his failure to notice 
an error and include it in the count shows a 
deficiency in observation and at the same time 
deludes him as to his true ability as a typist. 
Besides all this, while marking the errors he 
has made, he discovers that some of these 
errors are due to a common fault and will 
then set about for a method to eliminate the 
difficulty. A moment’s reflection should 
convince the reader that it is up to the teacher 
to decide whether she is to be a “‘teacher”’ or 
a “‘proof reader.” 


Some teachers give all the attention to the 
number of words the student can write in a 
given time. Little thought or emphasis is 
placed upon the relative value of speed and 
accuracy. No space need be given here to 
prove that both must be taken into considera- 
tion when we judge the student’s ability as a 
typist. Whatever method of measuring or 
rating is used, it should reveal the relation 
existing between these two prime qualities of 
good writing. This is why the Challenge Speed 
Scale was designed. The student soon realizes 
that accuracy must be maintained at a high 
degree to keep the combined score at a 
respectable level. It challenges him to put 
forth greater effort, to seek for the cause of 
his errors, and then to bring corrective and 
remedial drills into use to eliminate the 
difficulties. It is the ‘“‘grade” that spurs him 
up. 


Somehow or other the writer imagines that 
some of our “high and mighty” educators, 
whose names are decorated with high-sound- 
ing dignity, donated or otherwise, will 
literally “‘pass out of the picture”’ when a mere 
score or grade is held up as a desirable incen- 
tive or motive. Regardless of what educators 
may say about a “grade” as a goal toward 
which to strive, or as a motive for effort, it is 
a fact that all the way from the grade school 
up to the university the “‘grade”’ still has a 


powerful “pull” with most of our students. 
The much coveted ‘‘A” is still considered 
worth working for, and “F” is still very 
unpopular among the youth of our day. 
Even some of those who are inclined to be 
lazy, will actually wake up and work harder 
than they have ever worked in all their 
school career, the sole reason being to avoid 
the low or failing grade that usually results 
from lack of effort. No apology is being 
offered for making use of a “grade” as a 
challenge to the student of typewriting who 
really wants to make progress. If it helps 
to produce the desired results, better writers, 
why worry about what the high and mighty 
think? 


The remaining space alloted to this article 
will be used to explain how the Challenge 
Scale has been used in the Department of 
Typewriting in Indiana State Teachers 
College. Some directions appear on the face 
of the Scale. These will not be repeated unless 
it is deemed necessary for emphasis. Re- 
member that instruction here covers a period 
of twelve weeks. Therefore, it will be observed 
that there is a Speed Scale for College and 
another for High School. 


Little or nothing is said about speed tests 
prior to the ninth week of instruction. It is 
during the tenth week of instruction that the 
Challenge Speed Scale is brought into use. 
During the tenth week, three or four tests, 
three, five, or ten minutes in length, are given 
in accordance with International Typewriting 
Rules. The results of these tests are carefully 
recorded, both the number of words and 
the number of errors. At the end of this 
tenth week, the teacher should find the 
average words written and the average 
number of errors. These averages should 
then be reduced to ratings according to the 
ratings shown in the tenth week column and 
the rating in the Accuracy Scale. The average 
ratings should be entered in the Progress 
Record in the spaces provided after the words 
“‘At the beginning, etc.’”’ Next find the com- 
bined rating according to directions given on 
the Scale and enter it in the column fartherest 
to the right. This last score is the ‘Combined 
Score” or ‘‘Basic Score’”’ which is to serve as a 
basis for future comparisons. This score is 
omitted when computing the final grade. 


It will be observed that the ratings shown 
on the chart have been arranged on the 
supposition that the student can gain one 
word (five strokes) per week. It has been the 
experience of the writer that the average 
student can do this when he approaches the 
task with the proper mental attitude and 
shows a willingness to do the practice of drills 
and exercises in the proper way. Of course, 
the teacher must supervise the work closely 
and help the student to recognize sources of 
gain or improvement. All teachers of the 


subject are aware of the fact that the student’s 
progress is not quite so rapid after he has 
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reached a speed of fifty words per minute. In 
fact, many of our students “‘stick’’ right here, 
unless something urges them to put forth 
greater effort with the view of higher efficiency 
that comes from a more highly perfected 
technique. Here is where the Challenge Speed 
Scale comes in as an aid to the teacher. The 
student soon realizes after he has entered his 
results that he must not let down. The scale 
simply helps to make the need of effort more 
apparent. 


During the eleventh and twelfth weeks a 
number of tests are given. Each test is 
entered on the back according to the method 
given in the directions on the Scale. All 
ratings for this interval are figured according 
to the ratings given in the tenth week column. 
At the close of the twelfth week the highest 
“Combined Score”’ should be entered in the 
spaces provided in the second line on the 
Progress Record. A comparison of this last 
score with the “‘Basic Score” shows whether 
or not there has been any progress. 


Tests held during the interval between the 
twelfth and the end of the fifteenth week are 
calculated according to the ratings found in 
the twelfth week column and entered on the 
back of the chart. At the close of this interval, 
(the end of the fifteenth week) the highest 
Combined score is entered in the Progress 
Record in the spaces provided in the third 
line. This process is repeated thrcughout the 
entire course. Remember that the student is 
entitled to his highest record during any given 
interval, regardless of whether he makes it 
once or a dozen times. 


At the close of the term, the average of the 
Combined Scores, not including the Basic 
Score, is considered as the “‘grade’”’ for speed 
and accuracy and becomes a part of the final 
grade for the term. 


The student should be allowed to take as 
many speed tests during any given interval 
as his time permits. Only ten and fifteen- 
minute tests are counted after the twelfth 
week. 


At any time the student writes more words 
than the ratings of the interval columns show, 
he is given a rating of “£100 plus’ which is 
interpreted as advanced standing. If he 
writes less than the lowest rating, the test 
is not recorded. All tests showing more than 
an error per minute should be discarded and 
not recorded. 


In conclusion, let it be understood that it 
was the intention of the author to make use 
of this Scale in his own classes and not to 
inflict it upon the already over-burdened 
teachers. If it has any merit worthy of con- 
sideration, we hope those engaged in the 
profession will receive it kindly and make use 
of it in their own classes. Most of all, we hope 
that it will be suggestive of something of far 
greater value to the teachers and students of 
typewriting. 
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CHALLENGE SPEED SCALE 


Copyright, 1929, by George F. Leonard 


Name Goh Yoa/ saeco Commerce /A/__ 
Ce 


RECORD OF PROGRESS 














—— ___WHEN SPEED ACCURACY % 

1. At the beginning of J&L week 2yis 4274 93- 

2. At the end of ASH. S97 bf FR __ _76-_ | 
3. At the end of Mth. « 34199 Lf ta _ $h=. 

4. At the end of Alak_ F4/276_ 3/97 __ 7. 

5. At the end of at __ #9 BY 9b _ “16 9b 

7 eee ee =| << 76 





SPEED SCALE BASED ON NET WORDS 


High School 12 15 18 24 28 32 36 42 48 54 60 66 72 

College 10 12 15 18 21 24 27 30 33 36 «39 «420«6©645¢«—648~—=COSi1 54 57 60 
{NUMBERS ABOVE REFER TO WEEKS OF INSTRUCTION COMPLETED] 

109 % 30 32 35 38 «641 44 47 50 53 56 59 62 65 68 71 74 77 80 
99 29 31 34 37 40 43 46 49 52 55 58 61 64 67 70 73 76 79 
A- 98 28 30 33 360339 42 45 48 51 54 57 60 63 66 69 72 75 78 
97 27 29 32 35 38 41 44 47 50 53 56 59 62 65 68 71 74 77 
96 26 28 31 34 37 40 43 46 49 52 55 58 61 64 67 70 73 76 


95 25 27 30 33 36 39 42 45 48 51 54 57 60 63 66 69 72 175 
94 24 26 29 32 35 38 41 44 47 50 53 56 59 62 65 68 71 74 
B-93 23 25 28 31 34 37 40 43 46 49 52 55 58 61 64 67 =%7 78 
92 22 24 27 30 33 36 39 42 45 48 51 54 57 60 63 66 69 72 
91 21 23 26 29 #32 35 38 41 44 47 50 53 56 59 62 65 68 71 


90 20 22 25 28 31 34 37 #40 43 46 49 52 55 58 61 64 67 470 
89 19 21 24 27 30 33 36 39 42 45 48 ~= 651 54 57 60 63 66 69 
C- 88 18 20 23 26 29 32 35 3s 41 44 #47 #%50 53 56 59 -62 65 68 
87 17 19 22 25 28 31 S40 3370 40—is4Bes—(ia 4 CC COHGCi* BSCS (aC 
86 146 18 21 24 27 30 33 36 «390 «©42 6«6©6450©6«6©648©6«66106 66406 656706 660) «668——ClU66 


8&5 15 17 20 23 26 29 382 35 38 41 44 #47 50 53 56 59 62 65 
84 14 16 19 22 25 28 31 = 384 87 40 43 46 49 52 55 58 61 64 
P-83 13 15 18 21 24 27 #30 33 36 389 +42 45 #48 #+%51 54 57 60 638 
82 12 14 17 20 23 26 29 32 35 38 41 44 #47 +50 53 56 59 62 
81 11 13 16 19 22 25 28 381 = 34 7 #40 43 46 49 52 55 58 #461 

















ACCURACY SCALE 


Mrrors . . . .0 1 2 3 4 5 6 7 8 9 10 «11 12 13 14 «15 
Percent 100 99 98 97 96 94 92 90 88 86 84 82 80 78 76 74 








DIRECTIONS FOR US | 


Find the Net Words according to ways figure the grade on Speed by record made during the interval, and 

International Contest Rules. Count using the rate of writing forthe week and record in the Record of Progress 
the number of errors. Find the indicated by the numbers at the top chart. For High School this will be 
corresponding grades or scores in of the columns. For example, use at the close of the 12th, 15th, and 
both the Accuracy and Speed Scales. the first column until the close of the 18th weeks. Only the ten and 
Add these grades and divide by two. 15th week, then the 15th until the fifteen-minute tests are recorded. 
Record the result on the back of this close of the 18th, ete. At the end The score at the beginning is to be 
sheet as follows: May 31—15th of the week indicated by the next determined by averaging three pre- 
week—28-96%; 2-98%—97%. Al- higher column, choose the best liminary tests. 








IN THE MAY ISSUE 


Culture and Commercial Education—Harry An Examination in Bookkeeping—J. G. 
J. Jellinek. Tillery, C. P. A. 
Over the Rockies and Through the Woods— 


Occupations Most Frequently Filled by 
Lillian Hansen. 


Drop-outs and Graduates—Elizabeth Car- 


Efficiency—L. Fred King. olyn Hoover, B. S. 
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VICE-PRESIDENT CURTIS 


DELIVERS COMMENCEMENT ADDRESS 
AT PEIRCE SCHOOL OF BUSINESS ADMINISTRATION 


Honorable Charles Curtis, Vice-President 
of the United States, addressed 382 graduates 
of the Peirce School of Business Administra- 
tion, Philadelphia, Wednesday, January 22, 
in connection with the commencement exer- 
cises. The following excerpt from his address 
should be of interest to all commercial 
students: 

“The person successful in business is 
honest—honest with himself and those with 
whom he deals, but honest with himself, first 
of all. He acquires the habit of recognizing 
and segregating the conflicting thoughts and 
impulses forever boiling and bubbling within 
him. We are all subject to conflicting 
thoughts, desires and impulses; there is for- 
ever going on in our minds a commotion and 
turmoil; a seething and bubbling in the 
mixture of good and evil of which we are 
compounded; these conflicts are forever ready 
to reveal themselves in a burst of physical 
action. The person with cominon sense is one 
who has learned to segregate the fair, the just, 
the honest parts of his thoughts and desires 
from the dishonest; to compare the two and 
to discard the bad. He distinguishes clearly 
that which he should do from that which he 
should not do. I am not preaching honesty 
to you as an abstract virtue—I ai calling 
your attention to a truth which has been 
demonstrated repeatedly by ,ractical ex- 
ample—to the simple fact that it is easier 
and more profitable in the long run to be 
honest than to be dishonest. 

“As I have said, he must be honest with 
himself first before he can be honest with 
others. The way to success lies through a clear 
conscience and the way to a clear conscience 
is through a knowledge of what you are doing 
and why you are doing it—inevitably you will 
know how to do it. This, I have observed of 
outstanding business men; of prominent, 
successful men of all walks of life. They do 
not deceive thernselves. With a clear con- 
sciousness of the what and why of their 
actions, they know how to accomplish the 
desired end. 

“Learn to know yourself; to know that 
you can rely on and trust your own thoughts, 
words and actions. Having acquired this 
self-trust, self-confidence, self-reliance, call it 
what you will, others will have trust and 
confidence in you; others will rely on you. 

“Self-reliance is by far the most important 
single factor in success, whether in business or 
otherwise. It is not a natural quality at all. 
It is acquired; the acquisition is usually 
laborious. We come into the world utterly 


reliant on others for everything we need; 
many continue almost wholly in this con- 
dition during all the formative period of life; 
some never change. Before we can be self- 
reliant we must overcome the habit of our 
earlier years, the habit of leaning on parents, 
teachers and friends, of leaning on any one, 
in fact, who will permit us to lean on them. 

“Self-reliance is a quiet, steady inward 
feeling that you are able to do that which you 
set out to do; a feeling that with yourself, 
and yourself alone, rests the ultimate out- 
come of your endeavors. 

“Simply put, it is the power of the in- 
dividual over himself, resulting from self- 
study and self-knowledge; the power to 
correlate and coordinate his own thoughts 
and desires and to transform them into 
definite action to advance his own good. 

“We all have within us a great foe to self- 
reliance, and that is a fear of the unknown. 
It is common habit to fret and worry, to 
create obstacles for ourselves, to magnify the 
difficulties and dangers which we foresee in 
the path before us, to create difficulties and 
dangers which may not even exist, and which 
generally never happen. Fear inakes cowards 
of us all, and what is fear but lack of self- 
knowledge? If we but seek to know the what, 
when, why, how and wherefore of ourselves 
we cannot fail to know and understand 
others. 

“Self-reliance is one quality the study of 
which shou!d be started early in life, in home 
and in school, and followed systematically 
all through life. All study is pointless if we 
do not develop this one quality. Al! knowledge 
is but the too! wielded by the self-reliant in 
carving out the object striven for—SUCCESS. 

“I wish to state emphatically that there is 
today no newly discovered secret way to 
wealth and happiness and they cannot be 
had by working a rabbit’s foot, or mumbling 
a mysterious set of words. 

“The qualities existent in or acquired by an 
individual who has come down to us as a 
success, are those I have mentioned. It is 
those sarne qualities which have produced the 
great leaders of today. And it is those self- 
same qualities which produce the leaders of 
tomorrow and the next day. 

“Those of you who selected a business 
career after due care and thought, after 
studying yourselves, determining what you 
want of life, and where, when, why, and how 
you can get it, have half won the battle— 
you regard the business world as your oyster, 
you are eager and itching to fling yourself 





238 





THE BALANCE SHEET 








April, 1930 





into the tide; the roaring is music in your 
ears, the rushing whirl of the stream stimu- 
lates, pleases and excites you; the very 
largest of the passing golden galleons of 
business you have sighted and marked for 
your own; you have fixed for youself an objec- 
tive; you have fitted yourself with the learning 
necessary to acquire it. Learning results in 
knowledge, knowledge is power, and power is 
your ultimate object. It is yours; you will 
succeed; you have learned the so-called secret 
of success; you know yourself. 


“You are what the business world is 
waiting for. A circular I read a few weeks 
ago would have us believe the world is waiting 
for the electrically operated lightning check 
writer it advertised; perhaps it is, but its 
waiting for more than that; it is waiting for 
you who know that what you want is in the 
business world; for you who have fitted 
yourself to get what you want; for you who 
have taken full advantage of the wise, careful, 
complete and comprehensive instruction in 
the why and wherefores of business. 


“In truth it is trained, alert, confident, 
young men and women for which the business 
world is waiting. For no matter how many 
it already has, business needs and has room 
for all and more of your type than can be 
supplied. I believe that half the important 
business positions in this country are held by 
men who are there more through force of 
circumstances than because of any other 
reason. 


“If you will build up your knowledge of the 
field you enter, face facts and figures squarely, 
have the will to succeed, develop sound 
judgment, and neither under-estimate nor 
over-estimate yourself or others you cannot 
fail to accomplish your purpose. 

“You will do more than this. You will 
have built up a character which will recognize 
and accomplish all of the rights and duties of 
the individual to himself and to the State; 
you will be not merely a good citizen, but 
among those few who are of the best in the 


country.” 
Oe 


STENOTYPE DEMONSTRATION 
AT EMPORIA BUSINESS COLLEGE 


C. C. Hawkins, Business Manager of the 
Emporia Business College, Emporia, Kansas, 
has the following to say in regard to a Steno- 
type demonstration conducted at his school 
recently: 

“Mr. Brookes, of the La Salle Extension 
University, Chicago, gave a stenotype demon- 
stration at the Emporia Business College, 
Thursday, February 20, 1930. Mrs. Nettie 
Dawson dictated, starting at 80 words per 
minute, then at 100, 125, 150, 200, 225, and 
finally at 250 words per minute. The follow- 
ing students took the dictation from 100 to 
150 words per minute: Mildred Jarvis, Pearl 
Gilman, Helen Watkins, and Frances Carle. 
The notes were read back, each person reading 
one sentence.” 





PENMANSHIP TEACHERS AND 
SUPERVISORS 


Following is the program for the annual 
convention of the National Association of 
Penmanship Teachers and Supervisors which 
will be held in Detroit, April 9, 10, 11. 


Wednesday 


Address of Welcome—Frank Cody, Supt. of 
Schools, Detroit, Mich. 

Response to Address of Welcome—A. Lucilla 
McCalmont, Supv. of Penmanship, Utica, 
m. t. 

President’s Address—John G. Kirk, Director 
of Commercial Education, Philadelphia, 
Pa. 

The Penmanship Policy in Norfolk, Nebr.— 
Fay Gordon, Supervisor of Penmanship 
The Penmanship Plan in Duluth, Minn.— 

F. J. Duffy, Supervisor of Penmanship 

Informal Luncheon—Hotel Statler 

Adaptations and Changes in Classroom Pro- 
cedure—Ben G. Graham, First Associate 
Supt., Pittsburgh, Pa. 

The Technique of Curriculum Building— 
Henry Harap, Cleveland School of Educa- 
tion 

The Curriculum Center School in Hand- 
writing of Cleveland, Ohio—Lucretia Le R. 
Cavanah, Supervisor of Penmanship, Cleve- 
land, Ohio 

Methods of Procedure in Use in the Schools 
of Zeeland, Mich.—Louise Wierenga, Super- 
visor of Penmanship 

Curriculuin Making in Cheltenham Township 
—Mrs. Anna D. Huzzard, Elkins Park, Pa. 

Curriculum Needs for Penmanship—H. C. 
Walker, St. Louis, Mo. 


Thursday 


Measurement of Handwriting in Terms of 
Growth—S. A. Courtis, University of 
Michigan 

The Handwriting Testing Program in Cam- 
den, N. J., Columbus, Ohio, Newark, N. J. 
—Ethel M. Weatherby, Arthur G. Skeeles, 
Raymond C. Goodfellow 


Sight-seeing—Program to be arranged 
Banquet—Hotel Statler 


Presentation of Austin Norman Palmer 
Memorial Cut for best booster letter written 
by a state membership chairman. 


Friday 


Visiting Detroit Public Schools, under the 
direction of Lena A. Shaw, Supervisor of 
Penmanship, Detroit, Mich. 

Handwriting from the Administrative Point 
of View—Charles L. Spain, Deputy Supt. 
of Schools, Detroit, Mich. 
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CALIFORNIA COMMERCIAL 
TEACHERS ASSOCIATION 


The Northern Section of the California 
Commercial Teachers Association met at a 
luncheon conference, Travelers’ Hotel, Sacra- 
mento, Saturday, February 15, at the call of 
the president, F. J. Pribble, Director of 
Commercial Education, Sacramento High 
School. The meeting was called on short 
notice, yet there were forty-two present, 
representing nineteen schools. 


Following the luncheon, Florence Abegglen 
of Sacramento demonstrated typewriting 
skill by writing at various rates fron a 
student rate of 30 words per minute to an 
expert rate of 136 words per minute. Not 
only did she demonstrate a highly developed 
skill, but she did so from dictation, from 
printed copy, and from printed copy while 
answering questions. 


Miss Abegglen is a Sacramento girl and a 
graduate of the Sacramento High School. 
For the past three years, she has participated 
in the international typewriting contests; 
and in each of the three years she :nade the 
most accurate record. Last September, at 
Ontario, Canada, she established the best 
accuracy record ever made in the international 
contests, writing at the rate of 103 words per 
minute for thirty minutes with but one error. 


The association voted that the high school 
typewriting contests hereafter staged in this 
territory should be arranged and conducted 
under the auspices of the Commercial 
Teachers Association. 


The teachers are recommending to the 
international manager of contests that the 
California State contest be staged on May 10. 


E. W. Plaskett, Sacramento High School, 
was unanimously elected treasurer to fill a 
vacancy caused by the resignation of D. D. 
Manross of Grass Valley. Prior to this, 
Manross held two offices. He retains the 
office of Corresponding Secretary. F. W. 
Goff, Sacramento, Claire O’Brien Davis, and 
Alice M. Carter were appointed on a com- 
mittee to arrange a schedule for the type- 
writing contests for 1930-31 school year. 


KK 


RESEARCH CONFERENCE 
ON COMMERCIAL EDUCATION 


The Fifth Annual Research Conference on 
Commercial Education will be held at the 
State University of Iowa in Iowa City on 
May 16 and 17. True to traditions which 
have been developed about this meeting, all 
the addresses will consist of reports of re- 
search. The complete program will be pub- 
lished in the May issue of “The Balance 
Sheet.” In the meantime, those desiring 
information may write Dr. E. G. Blackstone, 
head of Commercial Teacher Training, 
University of Iowa, Iowa City, Iowa. 









SPENCERIAN STUDENT WINS 
AWARD FOR MAKING HIGHEST 
PERFECT RECORD IN TYPEWRITING 


Miss Alma Mundy, a student of the 
Spencerian Commercial School, Louisville, 
Kentucky, was awarded a Royal Portable 
typewriter for having made the highest 
perfect record of any student in the State of 
Kentucky during the four month period 
ending December 31, 1929. Miss Mundy 
made a record of 63 words per minute for 
fifteen minutes. Miss Mundy was seventeen 
years of age when she entered the Spencerian 
Commercial School. She was previously 
graduated from the Huntingburg, Indiana, 
High School. The following is quoted from a 
letter received from J. H. Wilson, Principal 
of the Spencerian Commercial School: 


“‘We have a very efficient teacher in our 
typing department, but, as you know, any 
skilled person must have proper tools with 
which to work and we use the 20th Century 
Touch Typewriting text. As you no doubt 
know, we have had two previous contest 
winners, however, the other two were won 
in the state contest which was held here at 
our school during the convention of the 
Kentucky Educational Association. This 
makes for us three outstanding winners in a 
row. Miss Mundy’s record, of course, 


eclipses them all because it was state-wide 
and covered a four month period.” 
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W. L. Edwards, head of Department of 
Commerce, Tacoma 
Public Schools, Taco- 
ma, Washington, re- 
cently was named 
chairman of a com- 
mittee appointed by 
N. D. Showalter, State 
Superintendent of Pub- 
lic Instruction, to re- 
vise the state course of 
study in commercial 
subjects. Miss Anne 
Drummond and Mr. 
E. W. Hilton, both 
commercial teachers in 
the Tacoma High 
Schools, have been 














W. L. Edwards 
named as members of this committee to work 


with Mr. Edwards. This is the second time 
that Mr. Edwards has been appointed to act 
as chairman of the committee to revise their 
state course of study. In 1923 Mrs. Josephine 
Corliss Preston, then State Superintendent 
of Public Instruction, appointed him to this 
position. His experience in curriculum build- 
ing and commercial teaching admirably 
qualifies him to direct the work of the revision 
committee appointed at this time. 


KK 


PROGRAM 


COMMERCIAL EDUCATION SECTION 
KENTUCKY EDUCATION 
ASSOCIATION 


Officers 


President—A. J. Lawrence, University of 
Kentucky, Lexington; Vice-President, Mrs. 
M. D. Fowler, Atherton High School, 
Louisville; Secretary, Katie Driscol, St. 
Xavier High School, Louisville. 


Thursday, April 17, 2 P. M. 


Some Suggestions for the Teaching of Sales- 
manship—R. D. McIntyre, College of 
Commerce, University of Kentucky, Lex- 
ington 

Discussion of Paper—J. O. Boswell, Owens- 
boro High School; R. R. Richards, Eastern 
Teachers College; R. H. Lindsey, Spen- 
cerian Business College 

The Next World Movernent in Education— 
Dr. E. G. Blackstone, Director of Com- 
mercial Teacher Training, University of 
Iowa 


Friday, April 18, 2 P. M. 


Battery Tests in Commercial Education— 
Dr. E. G. Blackstone 

Discussion of Paper—Annie Hammond, 
Madisonville High School; Anna D. Gill, 
Critic Teacher, Eastern Teachers College; 
May Henderson, Bowling Green Business 
University 


Marguerite Dean, a senior student of St. 
Joseph’s High School, 
Cairo, Illinois, has 
made an excellent rec- 
ord in typing, having 
won the awards in 
typewriting for 70 
words per minute. 
Marguerite typed each 
morning at an early 
period before the regu- 
lar class hours, thus 
proving that “Spare 
moments are the gold 
dust of time.” Of ’ 
course, she uses 20th - 
Century Touch Type- 
writing. 








Marguerite Dean 
*e* 


TEACHING FELLOWSHIPS 


The department of Business Education of 
the New York University School of Education 
has available for the school year 1930-31 four 
teaching fellowships with a value of four 
hundred and fifty dollars each which may be 
awarded graduate students of outstanding 
scholarship and teaching ability. 


These teaching fellowships are as follows: 
Principles of Gregg Shorthand, Principles of 
Isaac Pitman Shorthand, Principles of Type- 
writing, and Principles of Bookkeeping. The 
holder of each fellowship will be expected to 
give four hours teaching service each week for 
the school year in connection with the 
methods, observation, and practice teaching 
work of the Department of Business Educa- 
tion. 


An application form may be obtained by 
writing Paul S. Lomax, Professor of Business 
Education, New York University, New York 
City. 


KK 


FROM OREGON 


I have enjoyed reading “The Balance 
Sheet” very much—I believe it to be more 
valuable to the instructor than a number of 
the educational magazines with a subscription 
price. 

Albert DeWelt 
Senior High School 
Salem, Ore. 


** 


Thank you very much for this favor and 
while I am writing I wish to express my 
appreciation for the monthly visits of ‘“The 
Balance Sheet.” In each issue I find many 
good things that afford much food for 
thought as well as valuable suggestions which 
make the teaching of commercial subjects 
more interesting and effective. Again I say, 
thank you. 

E. D. Roseman 
High School 
Salem, Ore. 
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Thirty-second Annual Convention 
EASTERN COMMERCIAL TEACHERS ASSOCIATION 
April 17, 18, 19, 1930 
Hotel Pennsylvania, New York City 


GENERAL PROGRAM 


Thursday 


10:00-12:00 A. M. Registration of Members 

2:00 P. M. Address of Welcome—Dr. George 
J. Ryan, Pres. Board of Education 

2:15 P. M. Response by Harry I. Good, 
Hutchinson High School, Buffalo, N. Y. 


2:30 P. M. Trends in Administration and 
Supervision as they Affect the Commercial 
Teacher—Dr. George M. Wiley, Assist. 
Commissioner for Secondary Education, 
Albany, N. Y. 


3:15 P. M. President’s Address—Edward J. 
McNamara, Prin., High School of Com- 
merce, New York City 


Announcements by the President 
6:30 P. M. Banquet and Ball—Ballroom 


Friday 


10:15 A.M. Announcements by the President 


10:30 A. M. Principles of Administration and 
Supervision in Business Education—Dr. 
Ned H. Dearborn, New York University, 
New York City 


11:30 A. M. Section Meetings 
12:15 P. M. Special Luncheon 
2:15 P. M. Section Meetings 


Saturday 


9:45 A. M. Business Meeting 


10:15 A. M. Principles of Administration and 
Supervision from the Point of View of the 
Commercial 
Edith Joynes 

10:45 A. M. Address 


Classroom Teacher—Mrs. 


burgh 





2:45 P. M. Principles of Admin- 
istration and Supervision of 
Shorthand and Typewriting 
—D. D. Lessenberry, Principal, 
Business High School, Pitts- 


3:15 P. M. Principles of Admin- 
istration and Supervision of 
Elementary Business Training 
and Office Practice—Juvenilia 
Caseman, Supervisor, Hutchin- 
son High School, Buffalo 


3:45 P. M. Principles of Admin- 
istration and Supervision of 
Economic Geography and Ec- 


PRIVATE SCHOOL PROGRAM 


Friday 


11:30 A. M. The Principles of Administration 
and Supervision—Hastings Hawkes, Bent- 
ley School of Accounting and Finance, 
Boston 


2:15 P. M. Principles of Administration and 
Supervision in Shorthand and Typewriting 
—Mrs. Florence Ally, Burdette College, 
Boston 


2:45 P. M. Principles of Administration and 
Supervision in Bookkeeping and Offfice 
Practice—N. J. Gulski, Bryant & Stratton 
College, Providence, R. I. 


3:15 P. M. Principles of Administration and 
Supervision in Business English and Cor- 
respondence—Walter E. Dengler, Peirce 
School, Philadelphia, Pa. 


3:45 P. M. Principles of Administration and 
Supervision in Business Organization and 
Management—Benjamin R. Haynes, Pack- 
ard Commercial School, New York City 


PUBLIC SCHOOL PROGRAM 
Friday 


11:30 A. M. The Principles of Administration 
and Supervision of Commerciai Education 
—Dr. John L. Tildsley, Dist. Supt., 
Board of Education, New York City 


2:15 P. M. Principles of Administration and 
Supervision of Bookkeeping and Arith- 
metic—Charles E. Bowman, Girard Col- 
lege, Philadelphia 





onomics—Annie C. Woodward, 


Dr. Edward J. McNamara 


High 
President E. C. T. A. 


Mass. 





School, 


Sommerville, 


Mrs. Edith Joynes 
Vice-President E. C. T. A. 
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COMMERCIAL TEACHER TRAINING 
PROGRAM 


Friday 


11:30 A. M. The Principles of Administration 
and Supervision— Prof. Frederick G. 
Nichols, Graduate School of Education, 
Harvard University 


2:15 P. M. What is and Should be the 
Student-Admission Requirements—Louis 
A. Rice, Asst. in Secondary Education, 
State Department of Public Instruction, 
Trenton, N. J. 


2:45 P. M. What is and Should be the Organ- 
ization and Administration of Practice 
Teaching—Earl W. Barnhart, Chief, Com- 
mercial Education Service, Federal Board 
for Vocational Education 


3:15 P. M. What is and Should be the Admin- 
istrative Control of Commercial Teacher 
Training in Universities—J. O. Malott, 
Specialist in Commercial Education, U. S. 
Bureau of Education 


3:45 P. M. How may Preparation of College 
Teachers of Commerce be Organized and 
Administered in Universities—Dr. Paul 
S. Lomax, Professor of Commercial Edu- 
cation, School of Education, New York 
University. 


*#** 


COMMERCIAL TEACHERS 
ASSOCIATION OF OHIO 


The Commercial Teachers Association of 
Ohio will hold its second annual convention 
at Columbus, Ohio, Friday afternoon, April 4, 
beginning at 2:30. The program follows: 


1. Objectives and Considerations in Com- 
mercial Education: 


(a) Junior High School—Sidney Schiff, 
Patrick Henry Jr. High School, Cleveland 


(b) Senior High School—Wm. L. Moore, 
John Hay High School, Cleveland 


(c) On the Higher Levels (1) Private 
College—Speaker to be selected (2) State 
College—Ralph Beckert, Ohio University, 
Athens 


2. Research Study (Penmanship)—A. M. 
Wonnell, Cincinnati 


3. Research Study (Economics) — Mary 
Barnette, Hughes High School, Cincinnati 


4. Measurements—Paul A. Carlson, State 
Teachers College, Whitewater, Wis. 


5. State and City Directors—J. O. Malott, 
Specialist in Commercial Education, Wash- 
ington, D. C. 


6. The Commercial Curriculum—Irving R. 
Garbutt, Director of Commercial Educa- 
tion, Cincinnati 


OHIO STATE UNIVERSITY 
EDUCATIONAL CONFERENCE 


An Educational Conference will be held at 
Ohio State University, Columbus, Ohio, 
April 4, 1930, beginning at 9:30 A. M. The 
Commercial Education Conference will be 
presided over by Irving R. Garbutt, Director 
of Commercial Education, Cincinnati, Ohio. 
The general topic for discussion is “How 
Commercial Education in Ohio is Reaching 
the Individual’. The speakers and their 
topics follow: 


The Accounting Field—H. H. Priest, Central 
High School, Columbus 


The Stenographic Field—Mrs. W. M. Brown- 
field, Glenville High School, Cleveland 


The Business Law Field—J. W. Smith, 
Libbey High School, Toledo 


The Commercial Geography Field—Grace 
Darrah, Woodward High School, Cincin- 
nati 


The Junior Business Education Field—Lloyd 
L. Jones, formerly Asst. Commissioner, 
Public School, Cleveland 


The Business English Field—C. L. McKillip, 
Tiffin Business University, Tiffin 


The Economic Field—Mary R. Barnette, 
Hughes High School, Cincinnati 


The Penmanship Field—Arthur G. Skeeles, 
Supervisor of Penmanship, Columbus 


The Business Field—Dale M. Zeller, Western 
Hills High School, Cincinnati 


Tests and Measurements—Paul A. Carlson, 
State Teachers College, Whitewater, Wis. 
**% 


FROM KENTUCKY 


“The Balance Sheet”’ is getting better and 
better. In my opinion it is one of the best 
magazines published for cornmercial teachers. 
I have a fairly complete file of back issues to 
which I refer students in methods courses. 


A. J. Lawrence 

College of Commerce 
University of Kentucky 
Lexington, Ky. 


2 KK 


FROM INDIANA 


I want to take this opportunity to say that 
we certainly do enjoy using the revised edition 
of Sherwood’s Accountancy. We are now 
using Fundamentals of Accounting and Con- 
structive Accounting and want to congratu- 
late you upon this splendid contribution to 
the field of business training. It is our inten- 
tion to encourage more students to take the 
Accounting Course. 


C. E. Denny, 


Manager, Kokomo Business College 
Kokomo, Indiana 
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A SALESMANSHIP TEXT 


THAT 


BUSINESS MEN APPROVE 


J. UW. Barkley, Mgr. 
Aberdeen, Washington 


February 21, 1930 





South-Western Publishing Co. 
Third and Vine Streets 
Cincinnati, Ohio 


Gentlemen: 


Of all the salesmanship publications that I 
have seen, in my opinion FUNDAMENTALS OF SALESMANSHIP 
by Walters is the best of them all. If a business con- 
cern wishes to carry on a salesmanship course for its 
employees, I do not know of anything better than this 
particular book. 


We have started using this book with our own 
employees, and I believe that all who are taking the 
course are going to get a lot out of it. 


Yours truly, 


=i 








No better proof of the practical nature of 


FUNDAMENTALS OF SALESMANSHIP 
By R. G. WALTERS 


can be asked than the fact that it is being used by 
business firms in their training of salesmen. The 
letter reproduced above is typical of many received 
from business executives. 















SOUTH-WESTERN PUBLISHING CO. 


\Specialists in Business Education) 


Cincinnati New York Chicago San Francisco 
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COMMERCIAL CONTESTS 














Contest District State State Subjects 
State Sponsored Contest Contest Contest Included 
By When Held When Held Manager 
Arkansas Arkansas State May 4, 5 Shorthand, 
Teachers Asso- Typewriting, 
ciation Spelling 
California California Willows, May 10 Unknown Typewriting 
Commercial March 22 
Teachers Asso- Marysville, 
ciation March 29 
Fairoaks, 
April 5 
Sacramento, 
April 26 
Martinez, 
April 5 
Sebastopol, 
May 3 
Colorado | Colorado None April 25 A. O. Colvin, Bookkeeping, 
| State Teachers State Teachers Typewriting, 
| College, College, Shorthand, 
Greeley Greeley Com’! Law, 
Com’! Arithme- 
tic, Spelling 
Georgia Georgia State April 19 Bookkeeping, 
Education Shorthand, 
Association Typewriting 
Idaho Idaho High May 2 - H. C. Goggins, Bookkeeping, 
School Com- University of Typewriting, 
mercial Asso- Idaho, Poca- Shorthand 
ciation tello 
Illinois I'linois State April and May 16, 17 W. C. Maxwell, Bookkeeping, 
Commercial May High School, Shorthand, 
Association Champaign Typewriting 
Indiana Ball State April 12 April 26 M. E. Stude- Bookkeeping, 
Teachers baker, Ball Typewriting, 
College, State Teachers Shorthand 
Muncie College, Muncie 
Iowa Iowa Commer- April 19 May 3 B. O. McAdams, | Bookkeeping, 
cial Contest High School, Typewriting 
Association Burlington 
Kansas Kansas State Unknown C. W. Nystrom, | Typewriting 
High School Norton 
Typists Asso- 
ciation 
Kentucky Kentucky None April 17 R. L. Mont- Typewriting 
Education gomery, Padu- 
Association cah 
Massachusetts | Massachusetts Unknown May 24 Mary C. de- Shorthand, 
Teachers Sloovere, Typewriting 
Association Webster | 
| Michigan | Western State | May 3 May 24 | E. D. Pennell, Shorthand, 
| Teachers | | Western State | Typewriting 
| College, | Teachers 
Kalamazoo College, 
} Kalamazoo | 
| | | 
Minnesota Minnesota State | April 26 | May 10 | Maryellen | Shorthand, 
High School Shields, Sr. High | Typewriting 
Commercial School, Chisholm | 
Contest Asso- | 
ciation 
| | | 
| Missouri | Missouri State | April | May 4 Mabel L. | Typewriting 
| | Typists Asso- | Magill, Excel- 
| | ciation | ‘sior Springs | 
| | 
| Montana | April 9 | May 1, 2,3 | Bookkeeping, 
| | | Shorthand, 
Typewriting 











*State winners are determined from district winners. 
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_ Contest District State State Subjects 
State Sponsored Contest | Contest Contest Included } 
By When Held | When Held Manager 
| | 
Nebraska Nebraska Com- March April 25 Mrs. Ruth D. Shorthand, 
mercial Con- | Greenwood, Typewriting 
test Associa- Seward Bookkeeping, 
tion Spelling 
North Dakota | April Typewriting 
| 
Ohio | State Normal | April 19 May 3 E. G. Knepper, Bookkeeping, 
| College, | | State Normal Shorthand, 
| Bowling Green | College, Typewriting 
Bowling Green 
Oregon | Oregon State | None April 28 H. T. Vance, Typewriting 
College, Oregon State | 
Corvallis } College, | 
| Corvallis | 
Pennsylvania | State Teachers | Unknown May G. G. Hill, Bookkeeping, 
| College, State Teachers Shorthand, 
| Indiana | College, Indiana | Typewriting 
| South Dakota | South Dakota April 5 April 21, 23 Lilly Schoen- Bookkeeping, 
Commercial and 25 leber, Northern Typewriting, 
| | Contest State Teachers Shorthand 
Association College, 
| Aberdeen 
| Texas University | | Florence Stull- | 
Interscholastic Unknown May 2 | ken, University | Typewriting 
League | | of Texas, Austin | 
| | 
| | 
Virginia Virginia Com- | April 26 | May 10 | E. F. Burmahin, | Bookkeeping, 
mercial Educa- | E. C. Glass Shorthand, 
| tion Associa- | High School, | Typewriting 
tion Lynchburg 





TENNESSEE TEACHERS 
ASSOCIATION 


Nashville, Friday, April 18, 10:00 A. M. 


Commercial Section Program 


The Place of Commercial Education in a 
High School and College Curriculum—Dr. 
Otho Clifford Ault, Head Department of 
Econorics, Peabody College for Teachers, 
Nashville, Tenn. 


Commercial Education a Prerequisite to a 
Professional Career—D. E. Short, Jr., 
Member of the Accounting Firm McIntyre 
and Short, Nashville, Tenn. 


Changing Conditions in the Bookkeeping and 
Accounting Field as Observed by an 
Accountant and Teacher—H. M. Jameson, 
formerly head of commercial training 
department, Bowling Green Business Uni- 
versity, Bowling Green, Ky. 


Business Meeting, THREE O’CLOCK FRI- 
DAY AFTERNOON for the purpose of 
electing officers and discussing plans for 
another year 


Round table discussions of individual prob- 
lems—Members of the Group 





GEORGIA EDUCATION ASSOCIATION 
Macon, April 19 
Commercial Department Program 


History of Commercial Education in Georgia 
—H. S. Bowden, Senior High School, 
Savannah 


Marketing the Product of Commercial Edu- 
cation or Placement—Clarke E. Harrison, 
Draughon’s Business College, Atlanta 


Recent Changes in Commercial Education, 
What Business Demands Today—J. G. 
Tillery, Commercial High School, Atlanta 


Commercial Education Problems in Georgia 
(Round Table)—Led by J. T. Butt, Corn- 
mercial High School, Atlanta 


Forecasting the Future of Commercial Edu- 
cation in Georgia—C. B. Wray, Dean, 
School of Commerce, Mercer University, 
Macon 


Cooperation: Secondary School, Private 
School, College—Tom Noel, Dean, School 
of Commerce, Georgia School of Tech- 
nology, Atlanta 


Contest Committee: Agnes Pittman, Pattie 
Sinclair, Addie Haisfield, Annie Laurie 
Maynard, Addie Steinheimer 
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A JUNIOR BUSINESS TRAINING TEXT 


Which Prepares Students for the Study of Bookkeeping 


In theory any course in junior busines training acts as a foundation 
course for the later study of more advanced commercial subjects. 
In practice CRABBE AND SLINKER’S GENERAL BUSINESS 
TRAINING actually gives this foundation work. A sample copy 
will be gladly sent to high school teachers offering courses in junior 
business training. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business Education) 


Cincinnati New York Chicago San Francisco 
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SUMMER SCHOOL ANNOUNCEMENTS 


BALL STATE TEACHERS COLLEGE 


| First Summer Term — June 16 to July 19 
Second Summer Term — July 21 to August 23 


Professional Courses of Interest to Commercial Teachers: 
Problems and Methods in General Business Training 
Methods of Teaching Bookkeeping 
Tests and Measurements in Commercial Subjects 
Methods of Teaching Shorthand 
Methods of Teaching Typewriting 


Content Courses include Beginning and Advanced Accounting, Shorthand and 
Typewriting; Law of Contracts, Partnerships and Corporations; Business 
Finance, Economics, and Stenotypy. 


| A course in the Theory of Stenotypy will be offered during the first summer term. 


Special Lectures will be given by L. L. Jones, formerly Assistant Commissioner of 
Education, Cleveland, on problems in the teaching of general business training, 
July 11 and 12. D. D. Lessenberry will return for lectures and demonstrations 
in typewriting. 


For a summer bulletin or other information write 


M. E. STUDEBAKER, HEAD 
DEPARTMENT OF COMMERCE 
BALL STATE TEACHERS COLLEGE 


Muncie, Indiana 

















1930 SUMMER COURSES 
FOR HIGH SCHOOL TEACHERS OF COMMERCIAL SUBJECTS 


June 30 — August 8 


Accounting Foreign Trade 
Business Management History 
Economics Law 

Education Mathematics 
English Secretarial Science 


Accredited by California State Board of Education. 


For further information, address 


ARMSTRONG COLLEGE OF BUSINESS ADMINISTRATION 


| 
| J. Evan Armstrong, Dean 
| Berkeley, California 
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SUMMER SCHOOL 
COMMERCIAL COURSES 


State Teachers College 
Fredericksburg, Virginia 


(Member National Association of Commercial Teacher 
Training Institutions) 





Courses carrying full college credit will be selected from the regular B. S. curric- 
ulum, which includes Accounting, Shorthand, Typewriting, Secretarial Practice, 
Business Organization, Merchandising, Office Management, Economics, etc. 


Open to men and women. 


FREDERICKSBURG 


*‘America’s Most Historic City’’ 


Filled with memories of Washington, Captain John Smith, Lafayette, Lee, Monroe, 
John Paul Jones and the gallant hosts who were the Armies of the Potomac and of 
Northern Virginia. 


Combine pleasure and profit by spending ten weeks in this incomparable environ- 
ment. 


June 16 to August 23, 1930 
Address Dr. M. L. Combs, President, State Teachers College, Fredericksburg, Va. 





TEACHERS’ COLLEGE | 
ATHENAEUM OF OHIO | 
| 
| 


announces the following Commercial Education Courses for the summer session 
extending from June 23 to August 2: | 
Fundamentals of Accounting 
Constructive Accounting 
Principles of Economics 
Commercial Law 
Principles of Stenography 
Principles of Typewriting 
General Principles of Commercial Education 


Credits may be applied toward degrees or toward certification in Ohio. For | 
copy of summer school bulletin and further information, address 


THE DEAN 
FRANCIS J. BREDESTEGE | 
TEACHERS’ COLLEGE 

28 Calhoun St. 

Cincinnati, Ohio 
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NEW YORK UNIVERSITY 
SUMMER SCHOOL 


July 7 to August 15, 1930 


Courses in Commercial Education include Principles of Commercial Education, 
Tests and Measurements in Commercial Education, Research Studies in Commercial 
Education, and special methods courses in bookkeeping, typewriting, Gregg Short- 
hand, Isaac Pitman Shorthand, filing, and elementary business training. 


In addition to the above, numerous courses are offered in accounting, business 
mathematics, banking and finance, business English, business law, economics, 
advertising, salesmanship, retailing, economic geography, management, marketing, 
and in the general field of secondary education, teachers-college and normal-school 
education, and college education. 


REGISTRATION PERIOD 
July 3 (Thurs.), July 4 (Fri.), July 5 (Sat.), July 7 (Mon.) 


For copy of Summer School Bulletin or other information, write Dr. Paul S. 


Lomax, New York University, Washington Square East, New York City. 





GROVE CITY COLLEGE 
Summer Session 


June 25 to August 3, 1930 


UNUSUAL ADVANTAGES for 
teachers of commercial subjects. 


SPECIAL COURSES in methods 
and principles of commercial educa- 
tion, as well as general education 
courses of interest to junior and 
senior high school teachers. 


A BROAD SCHEDULE of com- 
merce courses of college grade. 


Excellent dormitory — 
Healthful climate — 
Recreational opportunities! 
Further information may be had 
by applying to 
REGISTRAR, H. O. White or 
| PRESIDENT, Weir C. Ketler 


Grove City, Pa. 











SUMMER SCHOOL 
FOR COMMERCIAL TEACHERS 
Three Months Divided into 
Two Terms 


First begins June 9—Second July 14, 
1930. Twelve college hours offered. 
Accredited by University of Kentucky. 
Possible to graduate by taking summer 
school work from year to year. 


Write for Summer School Bulletin 
College of Commerce 


BOWLING GREEN 
BUSINESS UNIVERSITY 


Bowling Green, Ky. 


Trips to Mammoth Cave and 
Chattanooga 
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WHY TEACHERS GET MARRIED 


What are glaciers? 

Guys what fix windows when they are 
broken. 

What is a peninsula? 

A bird that lives on icebergs. 

What is a volcano? 

A mountain with a hole in the top. If you 
look down you can see the creator smoking. 

Why does a dog hang out his tongue when 
running? 

To balance its tail. 

What is steel wool? 

The fleece of a hydraulic ram. 

What are the Christian nations? 

Those that use cuss words. 

What is etiquette? 

Saying ‘“‘No, thank you,” when you mean 
“‘simme.” 

***% 


ANOTHER SOUTHPAW 


The treasurer had called John, the head 
bookkeeper, into his private office and asked 
why the books seemed to be always out of 
balance. 

‘“‘Why, we received several hundred dollars 
last week and I cannot find where it has been 
credited to the customer’s account.” 

“Thoet’s strange. I wonder if it’s that new 
bookkeeper. He’s left-handed, and he may 
have posted everything to the debit side.” 


*KK 


OBSERVING THE TERMS OF A LEASE 


The other day a man walked into a Boston 
store whicn specializes in birds and animals, 
and asked for 30,000 cockroaches. The store- 
keeper was naturally astounded. The man 
then explained that there was a clause in his 
lease that said he must leave his apartment 
just as he found it. 


KK 


HE ’FESSED UP 


“Judge,” cried the prisoncr in the dock, 
“Have I got to be tried by a woman jury?” 

“Be quiet,”’ whispered his counsel. 

“IT won’t be quict. I can’t even fool my 
own wife, let alone twelve strange women.”’ 


eK 


MEET THE EDITOR’S BARBER 


Bill Moore, our local barber, got excited 
while shaving himself in front of the mirror 
yesterday, and before he realized what he 
was doing, he had sold himself three bottles 
of hair tonic and shortchanged himself in the 
bargain. 


MUST HAVE BEEN A SCOTCHMAN 


A man woke up one :norning to find that 
his wife had passed away. He leaped from 
his bed and ran horrorstricken into the hall. 


“Mary,” he called downstairs to the general 
servant in the kitchen, “Come to the foot of 
the stairs quick.” 


“Yes, Yes,” she cried, ‘“‘What 1s it?” 
“Boil only one egg for breakfast this 
morning,” he said. 
“x2 


SOUND LOGIC! 


Alfred Utley, the famous fiddler of pioneer 
days, was writing a letter one day when he 
asked a friend how to spell a certain word. 


“Why don’t you buy a dictionary?” asked 
the friend. 


“What would I do with a dictionary? If 
I can't spell the words I couldn’t find ’em, 
and if I can spell ’em I don’t need a diction- 
ary.” 


ORK 


BAD MANNERS 


Johnny (gazing at set of false teeth in 
dentist’s showcase): ‘““Those are the kind of 
teeth I’m going to get when J get big.” 

Mother: “Johnny, how many times have 
I told you not to pick your teeth in public?” 


KS 


ON TIME! 
“How much time did you put on this 
Shorthand?” 
“Oh, about half an hour railroad time.’ 
*““What do you mean by railroad time?’’ 
“Including all stops and delays.” 


EK 


JUST AS GOOD 


A man went into Cohen’s Store and asked 
for a copy of *“‘Who’s Who and What’s What” 
by Jeroune K. Jerome. ‘“‘Haven’t got dot 
book,’”’ said Cohen, “‘but we haf ‘‘Who’s He 
and Vot’s He got”’ by Bradstreet.” 


*** 
EXPERIENCE NECESSARY 


“Come, Mary, I will show you how to milk 
the cows!’ said Martha to her city cousin 
visiting the dairy farm for the first time. 

“‘Hadn’t I better begin with a calf until I 
get more experience?”’ asked the city cousin. 
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COMMERCIAL LAW 


By 
PETERS and POMEROY 


Adopted for exclusive use in the high schools of 


KANSAS 


On March 4, the Kansas State School Book Com- 
mission adopted PETERS AND POMEROY’S 
COMMERCIAL LAW for a period of five years. 
This makes the third state adoption of this text since 
the opening of the school year, the other adoptions 
being — 

OKLAHOMA........ November 21, 1929 

Fs ee January 8, 1930 


Simplicity of language, abundance of case problems, 
interesting nature of topics, and dependability of 
legal principles—these and many other features 
account for the unusual record being made by this 
new text. We will be glad to give you full information 


regarding the text. 


¢¢ 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business Education) 


Cincinnati New York Chicago San Francisco 
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Answers to classified advertisements appearing 
on this page should be addressed to 


THE BALANCE SHEET 
Third and Vine Streets - - Cincinnati, Ohio 

















POSITIONS WANTED 


Lady teacher, 35 years of age, desires teaching 
position in a business college. Best of references 
given from schools in which she has taught. 
Good disciplinarian and capable of supervision. 
Prefer South or Central States. Address, No. 284, 





Lady with ten years’ experience desires a posi- 
tion as teacher of commercial subjects. A. B. 
degree. Will be available for contract June 1. 
Address, No. 285. 





Young married man; age 28; five years’ experi- 
ence as commercial instructor, department head, 
and business college principal in leading schools; 
also diversified business experience as auditor 
and sales manager. Excellent health; good per- 
sonality; productive solicitor and capable admin- 
istrator. Available on short notice for position 
as instructor, department head, principal or 
solicitor. Address, No. 286. 





Position wanted as principal or assistant prin- 
cipal in the commercial department of a going 
commercial college by gentleman with university 
teaching experience. At present am teaching in 
a Southern Seminary, and shall be available for 
good connection April 15. Would consider part- 
nership arrangement or lease if connection 
proved satisfactory. Address, No. 287. 





A man with fifteen years’ experience in teach- 
ing all commercial subjects, including Gregg 
Shorthand and 20th Century Bookkeeping, is 
looking for position as teacher or manager of 
commercial department. Good penman, best of 
references, salary reasonable. Available June 15. 
Address, No. 288 





Position wanted as teacher of Gregg Shorthand, 
Stenotype, and Ty = by experienced lady. 
Will accept any ation except in the East. 
Address, No. 289. 





Experienced lady teacher, available April 1, 
wants position as teacher of Gregg Shorthand. 
Can take charge of theory department or ad- 
vanced dictation and secretarial subjects. Ad- 
dress, No. 290 





Position wanted by a high grade manager and 
teacher who has had excellent experience and 
success as manager of good business colleges. 
Will do some teaching, but prefer working with 
enrollments, preparing advertising, working 
mailing lists and placement. Prefer Central West 
or Pacific Coast. Address, No. 291. 





Position wanted as principal or assistant prin- 
cipal by young lady who can teach Gregg Short- 
hand, Speedwriting, 20th Century Bookkeeping, 
and full Secretarial Course. Five years’ experi- 
ence. Address, No. 292 





Young lady des‘res connection with good 
school. Certified to teach any commercial sub- 
ect. Can assist in management. Three years’ 
igh school and business college experience. 
Address, No. 293. 





Middle aged man, with university degree, five 
years’ experience in managing and teaching with 
reliable school. Can teach all commercial sub- 
jects and accounting. A-l references. Reasonable 
salary. Address, No. 294. 


Woman teacher wants position as teacher in a 
business college or as secretary. Three years’ 
experience in office work and several years’ experi- 
ence in teaching Gregg Shorthand, Bookkeeping 
and allied subjects. Address, No. 295. 





Experienced shorthand teacher, with several 
years’ experience, wants to locate near Iowa. 
Best of references from present employers. 
Address, No. 296. 





Position wanted by young man capable of 
teaching Bookkeeping, Calculating Machine 
Operation, Arithmetic, Business English, Short- 
hand, and ae Experienced solicitor. 
Address, No. 





If anyone wants a teacher or manager, above 
the average solicitor, with a college degree. 20 
years’ business college experience, wants to lease 
a school or sell an interest, write No. 298. All 
replies confidential. 





Lady with business and literary college training 
wishes a position in a private school. Have had 
both business college and high school teaching 
experience. Would consider teaching on a com- 
mission basis with a view to stock investment. 
Address, No. 299. 





Position as teacher and manager of commercial 
college. Nine years’ teaching experience. Hold 
B. S. degree. Could make small investment. 
Open for contract June 1. Address, No. 300. 





Experienced school man desires high school or 
college position for September. Can teach book- 
keeping, accounting, and allied subjects. Have 
A. B. in Commerce and Master of Accounts 
ce Twelve years’ experience. Address, No. 





Position wanted for the summer by a teacher 
of commercial subjects. Have had eight years’ 
ge B. S. and M. A. degrees. Address, 

o. 30 





Young woman desires position as instructor of 
Gregg Shorthnad, Typewriting, and Bookkeeping. 
A. B. degree; three years’ practical experience; 
three years’ experience as commercial teacher. 
Prefer Middle West or West. Available June 1. 
Address, No. 303. 





Young lady desires position as teacher of Type- 
writing; also willing to teach Business English, 
Arithmetic, Spelling, Salesmanship. Twenty- 
three years of age, and have had two years’ ex- 
perience. Address, No. 304. 





Lady with A. B. degree and six years’ experience 
desires high school position in Western States. 
Will work on Master’s degree this summer. Ad- 
dress, No. 305 





Experienced lady teacher desires teaching posi- 
tion. Capable of oe full charge of depart- 
ment. Address, No. 306 





Teacher of twelve years’ experience desires 
position in business school. At present head of 
commercial work in a high school of five hundred 
students. Will accept position for summer but 
would like to make permanent connection and 
if mutually satisfactory an investment in the 
school. Address, No. 307 
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Young man, with five years’ business and 
teaching experience, passed American Institute 
Cc. P. A. examination, and a Master’s degree 
pending this summer’s residence, desires a posi- 
tion teaching college grade accounting and 
gg administration subjects. Address, 

0. . 





A married man with a B. Sc. degree and five 
years’ teaching and soliciting experience, who 
gets results in both the classroom and the field, 
is open for employment May 15. Address, No. 309. 





Woman, with eight years’ experience, desires 
position as commercial teacher in business 
college or public school. Good penman. Prefer 
Middle or Western States. Available for contract 
June 1. Address, No. 310. 





Lady teacher, 28 years old, ten years teaching 
experience in senior high schools, wants position 
in good business college or high school. Good 
disciplinarian. A-1 references. Address, No. 311. 





TEACHERS WANTED 


BUSINESS ADMINISTRATION ‘TEACHER 
wanted by leading Pacific Coast college offering 
two-year degree courses of university grade. 
Must have at least bachelor degree and thorough 
collegiate experience. Permanent with excellent 
future. Give age, education, full experience, 
subjects qualified to teach, and salary expected. 
Address, No. 312. 





Wanted man and wife to take charge of small 
business college about June 2. Will pay $350 to 
$500 per month. Very low expense. Small invest- 
ment required. Must be A-1 instructors and good 
mixers. Protestant with degree preferred. Ad- 
dress, No. 313. 





Wanted a thoroughly competent teacher of 
Stenotype, Typewriting, Office Machines, or 
Shorthand. State training, experience and salary 
desired. Send photograph. Address, No. 314. 





Dictation teacher (male) wanted on Pacific 
Coast. Want well educated man of strong per- 
sonality who has specialized in dictation and 
office training. Give age, education, full experi- 
ence and salary expected. Address, No. 315. 





WANTED a first-class field man by an old 
established, well advertised corsespondence 
school. He will have the privilege of selling both 
Resident Class Tuition, and Home Study Courses 
—covering a wide range of subjects. This position 
will pay a good income to the right man—with 
a long time contract, and steady employment. 
Address, No. 316. 





Young man, who is now a teacher of commer- 
cial subjects in a high school, is wanted as a 
solicitor during June and July by an old estab- 
lished school in Ohio which enrolls only high 
school graduates and enjoys an enviable reputa- 
tion. Satisfactory drawing account advanced 
against commissions. Address, No. 317. 





Well established, growing business college in 
city of 50,000, located in Piedmont section of 
South Carolina, desires the services of a solicitor 
on liberal commission basis. Would consider 
— = interest to right person. Address, 

o. ’ 





WANTED, by an old established school that 
does not employ other solicitors, an experienced 
commercial college solicitor. Very little compe- 
tition, and a good opportunity to make money. 
Address, No. 319. 





Teacher of 20th Century Bookkeeping (male) 
wanted by leading California college. Must have 
pleasing personality, good education and thor- 
ough teaching experience. Give full particulars 
and state salary expected. Address, No. 320. 


Growing business school chain desires services 
of combination teacher-solicitor to manage 
branch school. Fifty percent of the profits 
monthly, with a minimum salary guaranteed, 
will be paid to the candidate selected. New 
York locations. Address, No. 321. 





Experienced teacher — about forty — with a 
small amount of cash may secure desirable con- 
nection as teacher and executive with a college 
of accountancy and finance, well located and 
with a promising future. Address, No. 322. 





Want a good solicitor at once; g00d commission; 
school located in good field in one of the Central 
States. Hundreds of prospects easily accessible. 
Write fully about yourself and further informa- 
tion will be given. Address, No. 323. 





A capable, well-educated, neat appearing man 
between 25 and 40 years of age for principal of 
commercial department. Must be exceptionally 
well versed in 20th Century Bookkeeping, Pen- 
manship, Law and Salesmanship. Good discipli- 
narian and hustler. Must be able to deliver the 
goods. Position open June 1. Give complete 
information, state salary expected, and enclose 
photograph in first letter. Address, No. 324. 





Business school in Brooklyn can use a book- 
keeping teacher who can enroll students on leads. 
$175 monthly, covering salary and a drawing 
against liberal commissions will be paid at the 
start. Address, No. 325. 





Private school wants young or middle age 
married man, capable of teaching all commercial 
subjects and especially good in Penmanship, 
Bookkeeping and Accounting to act as cy on 
Will consider selling interest in school to right 
party. Give qualifications, experience, references 
ag ne in first letter. Confidential. Address, 

o. ‘ 





Wanted, by Southern Wisconsin Business Col- 
lege, solicitor-teacher, man or woman. State 
age, and subjects j= are qualified to teach, 
salary expected, and what success you have had 
in the field. Address, No. 327. 





Wanted young man of good personality, strong 
character, sound, thorough training in academic 
and commercial subjects, neat in personal ap- 
pearance, about 25 to 30 years of age. Should have 
some teaching and practical business experience. 
Must be quite strong in Commercial Arithmetic, 
Bookkeeping and Elementary Accounting. Per- 
manent position with good opportunity for 
advancement. Position open between May 1 and 
June 1. Private business school of excellent 
repute. Address, No. 343. 





We have an excellent opening for teacher of 
20th Century Bookkeeping and Gregg Shorthand. 
Prefer man who has had extensive business col- 
lege experience. Send photo and complete infor- 
mation in first letter. Address, No. 345. 





Wanted a real business college solicitor—one 
with experience and ability and full confidence 
in himself to solicit in one of the South’s greatest 
cities with a population of more than 300,000. 
Address, No. 346. 





Teacher for either commercial or stenographic 
work in a small business college on Pacific Coast. 
Teacher must be able to furnish cash bond as he 
will have complete supervision of this department 
and handling of collections. Address, No. 344. 
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SCHOOLS FOR SALE 


Does someone want to buy an interest in, or 
an entire school doing an annual business of 
from $26,000 to $30,000 a year? Address, No. 328. 





For sale or lease, school located in growing 
Atlantic Coast city of 15,000. Founded 1908, 
chartered 1917. Well-equipped, highly indorsed 
by local authorities and national associations. 
Right man can make it the leading institution 
in its territory. Competition, but enough stu- 
dents to be secured to give the right kind of per- 
son a very splendid opportunity for making 
money. Excellent reasons for selling now. Ad- 
dress, No. 329. 





Because of other interests, I am forced to dis- 
pose of my high grade business school located in 
one of the best industrial centers; unsurpassed 
opportunities for placing graduates. Splendid 
field for man and wife; attendance can be doubled 
next year. Substantial cash payment; balance 
from earnings of school. Address, No. 330. 





Business college, located in a Middle Western 
town of 100,000. Latest modern equipment; 
enrollment 350 a year, 200 daily attendance. A 
real bargain. Do not write unless you have the 
cash. Address, No. 331. 





Small business school in Southwestern Penn- 
sylvania. Established more than 25 years. Good 
proposition for man and wife. Easy terms ar- 
ranged to meet desire for immediate sale. Ad- 
dress, No. 332. 





Will sell half interest or part interest in a good 
business college on the Pacific Coast. Good 
location, no close competition. Someone capable 
of helping build up. A-1 man or woman capable 
= — Stenotypy and commercial. Address, 

o. 





Will sell one-half or all interest in a New York 
City business school. Nearest school to 300,000, 
all can be reached for five cents. Excellent loca- 
tion. Last year's receipts over $16,000. Price 
mag One-half interest $5,000 cash. Address, 

Jo. 3 





School in the Southwest. Good enrollment in 
town of 19,000. Do not write unless you have 
$600 cash to apply on first payment, balance 
mag month. Good reason for selling. Address, 

o. % 





A well-equipped business school, established 
many years. Only school in city of 40,000. Owner 
is unable to look after it, and will sell at a very 
low price. Price $3,500. $1,000 cash necessary, 
balance terms. If you mean business, write at 
once. Address, No. 336. 





For sale, a good school, well advertised in the 
state and surrounding territory. $2,700 will buy 
it. Address, No. 337. 





Will sell half interest in good business college 
to man experienced as teacher and solicitor. 
Will pay drawing account of $200 to $300 a month 
plus traveling expenses while soliciting. Man 
must invest $7,000 to $10,000. Good proposition. 
Address, No. 338. 





Will exchange improved, unencumbered 
Florida property, well located, for full or 
part interest in a business college. An 
experienced school man, both outside and 
inside (commercial, English, Typewriting 
departments). Available immediately. 
Address, No. 341. 


WANTED TO BUY A SCHOOL 


Progressive young school executive of broad 
experience and ability, desires to purchase an 
established commercial school in an industrial 
community, or will consider purchase of an 
interest. Initia] deposit must not be over $1.000 
cash, and proposition must be open to thorough 
check-up by expert accountant. Address, No. 339. 





Wanted to buy a sma!l school in Pennsylvania 
priced on basis of inventory and net profits for 
five years. Address, No. 340. 





Business college executive, in his thir- 
ties, desires to lease large private commer- 
cial school for three to five years, with 
option to renew lease, or buy. Twelve 
years’ experience as manager of three 
different schools; increased receipts of 
each very materially. Manage one large 
school very successfully on lease proposi- 
tion. Considered excellent letter-writer. 
advertising man, and schovul executive. 
Enjoy national acquaintance anJ reputa- 
tion. Only a large school considered, and 
terms must be reasonable. Good chance 
for some fellow who has already ‘‘made 
his’* and wants to take it easy, or retire, 
with the assurance that his school will be 
in good hands, be kept up-to-date, and 
| continue to grow. Address, No. 342. | 























SUMMER SCHOOL FOR 
COMMERCIAL TEACHERS 


Begins June 9 


Come to Little Rock for your special 
training in Bookkeeping, Accounting 
and Gregg-Revised Shorthand. Oniy 
a short drive to Hot Springs National 
Park and the beautiful Ozarks con- 
venient for week-end trips. 


information 
DRAUGHTON’S 
BUSINESS COLLEGE | 


School of Commerce and Business 
Administration 


Little Rock - - - - - 


Write for complete 








Arkansas 





























Illustration No. 23. Reach to ‘5’ and ‘6’. 


TEACHING FIGURES 


Too often students who complete courses in typewriting 
are able to write the entire alphabet by touch, but find 
it necessary to look at the keyboard when writing figures. 
In 20TH CENTURY TOUCH TYPEWRITING by 
Lessenberry and Jevon, the figures are taken up at 
logical points in the plan of teaching the keyboard, and 
as a result, students find themselves as able to write 
figures as letters. 


The above illustration is taken from Lesson 10 of 20TH 
CENTURY TOUCH TYPEWRITING, and shows the 
proper finger reach to be used in striking ‘5’’ and ‘‘6’’. 


We will be glad to send a sample copy of this logically 
planned textbook upon request. 
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SHERWOOD'S ACCOUNTANCY 
PROVES POPULAR COURSE 








MARY M. GALLAGHER, PRESIDENT A. R. BEARD, PRINCIPAL 


GALLAGHER SCHOOL OF BUSINESS 


A DISTINCTIVE SCHOOL OF SPECIALIZED EDUCATION 
KANKAKEE. ILLINOIS 


March 6. 1930 
South-Western Publishing Co 
Cincinnati, Ohio 


Gentlemen: 

I am glad to say that we are well pleased with both 20TH 
CENTURY ACCOUNTING and SHERWOOD'S ACCOUNTANCY. We started our account- 
ing course three years ago in a very modest way The first year we 
had only three students taking the subject 


The enclosed picture lists thirty-five young men who are 
registered this year for advanced accounting. This does not, of 
course, include the young men who are taking the regular bookkeeping 
course 


Very cordially yours. 


ARB: MG (Signed) A. R. BEARD, 
ENC. 1 Principal 


MEMBER OF THE NATIONAL ASSOCIATION OF ACCREDITED COMMERCIAL SCHOOLS 











Full details regarding SHERWOOD’S ACCOUNTANCY 
furnished on request. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business Education) 
Cincinnati New York Chicago San Francisco 




















